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FOUNDED AS OFFICE EQUIPMENT DIGEST 


Check and pass on 


Treasurer 
Controller 
Office Manager | 
Purchasing Agent 


IMPRESSIVE RECEPTION 


The desk of the receptionist is set squarely 
in the center of this impressive reception| 
room at the main offices of the Bulova Watch 
Co., Rockefeller Center, New York. See 
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GIVES ALL THREE 


1. BEAUTY 
2. LONG LIFE 
3. ECONOMY 


Also 2, 3 or 

5-Drawer Sizes | 
We also manufacture a 
complete line of steel 
storage and wardrobe 
cabinets. Write today 
for full information. 


Extra strong! Sturdy 6- Torque plate reinforce- 
a frame, a id cross- pm ge <b 7 etme ee ra 

racing, full-openin shelf. Rigid frame con- fn > a . _ 
deemere. —— pro | f Check today on All-Sr quipment Files. They're packed 


with features that a 
more economical, te 


e lasting satisfaction, and they'r 


Bpension cradle guarantees smooth-action 
rever there are moving parts on an A-S-F file 
em frictionless. 


@ Free-floating 
drawers. W 
you'll £ 


e One | Ovement, positive side locking follower block is 
y adjustable every ¥% inch. Drawers pull out even wit 
me, giving 26'2-inch lineal filing space. 


e For information on these and other hidden A-S-E features 
write today for complete information. There’s no oblige 
tion, of course. 


re of genu- 


Picci) ee FOR BETTER FILES—BETTER SEE A-S-E.:: 


ALL-STEEL EQUIPMENT, INC 


300 CLEVELAND AVENUE, AURORA, ILLINOIS 
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..-5iIxteen Years 


FFICE MANAGEMENT AND EQUIPMENT—featuring 


of Proved 
All-Electric 
Performance 


The IBM Electric Typewriter is backed 
by 16 years of commercial production and 
use in businesses of all types. 


It has completely electric keyboard 
operation, including electric carriage re- 
turn, line spacing, shift key, back spacer, 
tabulator and space bar. These features 
enable the typist to produce more letters 
with less effort. 


IBM Electric Typewriters produce the 


ultimate in quantity and quality of carbon 
copies — with a feather-light touch. 


There is an IBM Electric Typewriter 
for every typing purpose: the Standard 
for regular correspondence; the Executive 
for letters with the distinguished appear- 
ance of fine printing; the Formswriter 
for bills and orders; the Hektowriter for 
reproduction work on a liquid duplicat- 
ing machine, and many others for partic- 
ular applications. 


IBM 
ELECTRIC TYPEWRITERS 


ELECTRIC PUNCHED CARD ACCOUNTING MACHINES AND SERVICE BUREAU 
FACILITIES e PROOF MACHINES e TIME RECORDERS AND ELECTRIC TIME SYSTEMS 


Intemational Business Machines Corporation, World Headquarters Bldg., 590 Madison Avenue, New York 22, N. Y. 
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This concealed 
safe unit is a patented 
Invincible EXCLUSIVE! 


PERSONAL 
FILE 


You'tt like the advantages of having this 

concealed safe unit in your office. 
It's handy for the personal papers, receipts, 
documents and other valuables you want to 
keep in private. 


Call your Invincible dealer today and ask 
him for details, or, stop at his store and see 
this exclusive patented Invincible feature. 
Your office needs this personal file. 


INVINCIBLE METAL FURNITURE CO. 


MANITOWOC, WISCONSIN 
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“Oh, 1 could name a million jobs “This tape is also excellent 


That Texcel does’ says Tex, For posters on the wall, 
“for instance, edging sample books For reinforcing looseleaf holes, 
Or mending tears in checks.” For labels, large or small.” 


¢ 


THE TEXCEL ‘STICKUM WILL NOT SLIP, 
IT'S BONDED ON TO STAY; 

SO TELEPHONE YOUR ORDER FOR 

SOME TEXCEL TAPE TODAY/” 


"St seals your bulky envelopes, 
Your packages and such; 

It saves you fuss with glue and strings 

And sticks with just a touch.” 


T eS 
EXCEL TAPE | ROLL 


“TEXCEL” REG. U. S. PAT. OFF. 


CELLOPHANE TAPE 
STICKS WITH A TOUCH 
INDUSTRIAL TAPE CORPORATION + NEW BRUNSWICK, N. J. 
February, 1947 OFFICE MANAGEMENT AND EQUIPMENT 
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PRIDE IN SKILLED CRAFTSMANSHIB 


FIN¢ 
6 


Y arya 


As the name implies, Silk Spun carbon paper 
offers a limited number of discriminating 
executives and operators a product of uncom- 
promising standards that long has been rec- 
ognized for producing the greatest possible 
number of clear, clean, brilliant copies. These 
fine examples of precision workmanship are 
made by the exclusive “M &V“ Duplex Proc- 
ess that literally forces the rich ink mixture 


through every fibre of the tough, though 
extremely light weight paper. They provide 
a far greater intensity of copy yet economi- 
cally insure a more gradual weardown. All 
Silk Spun ribbons continue to be made of 
the finest quality genuine pure silk fabric 
produced. They insure accurate work of un- 
excelled neatness and uniformity even under 
the most exacting machine conditions. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


“4RBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSE! 
OFFICE MANAGEMENT AND EQUIPMENT 
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he Style Master Steel Suite in Neutra-Tone Gray Harmonizes with any Decorative T. reatment. 


These are the salient points in modern four dimension 


office planning. They are also the four quality factors of the | 


“Y and E” Planned Harmonious Unit. mee 


SEY 


wAWMAN AND ERBE MEG. €O., 1045 Jay Street, Rochester 3, N. Y. ¢ 
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IN THE ,7ovefront OF 
AMERICA’S BUSY FUTURE 


SEC 

The striking beauty, the distinctive styling of the Browne-Morse —I 
“Modern American” Steel Desk enhance the appearance of any ( 
office. Its streamlined unified construction gives it the ability to take B 4 } RI 
hard wear and abuse. ae TA 

The “Modern American” adds to the efficiency of any office. Drawers TIC 
respond to the slightest pull... open and close smoothly and 
silently. Complete interchangeability of drawers gives you the con- NE 
venience of an arrangement that fits your needs. 

It's no wonder that modern executives who are really interested in 


office efficiency are saying: “Here's the desk for me.” 


ick glance at the colorful es 
of a e new “Modern American” Dulle- 
tin will show you the many advan- 
tages this distinctive desk has for you. 
A tree a cf will be sent you upon 
request. rite today. 


Browne-Mbrse 


Architects of Efficiency for America’s Office 
MUSKEGON MICHIGAN 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
8 OFFICE MANAGEMENT AND EQUIPMENT February, 197 Februc 
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(ones 


| wide, 18” deep, 27” 


FILE CAD 


EASY TO FILE—EASY TO FIND! 


SECRETARIES, BUYERS, SHIPPING CLERKS, ACCOUNTANTS 
—EVERYONE NEEDS ONE! THE EFFICIENT CADDY IS JUST 
RIGHT FOR KEEPING CURRENT CORRESPONDENCE ON 
TAP, FOR SORTING PAPERS, FILING INVOICES, SHOP 
TICKETS, ETC. CAN BE PULLED UP ANYWHERE IT’S 
NEEDED, ROLLS OUT OF THE WAY WHEN NOT IN USE. 


NATIONALLY ADVERTISED AT $15.50 F.0.B. Factory 
10% Higher West of Rockies 


_ All steel finished in 
_ olive green, equipped 
_ with casters. 1314” 


high. Letter size. 
" Shipped 2 to carton, 
© knockdown. Easily as- 
_ sembled. 


sASY SWINGING 
FOLDERS. 


25 sturdy red fibre folders 
with steel tops slide along 
the side rails. Folders re- 
main upright whether 
they’re empty or packed full. 
Insertable celluloid tabs; 
alphabetical inserts furn- 
ished or titles can be 


typed. 


BERG FILE ¢ NDEX CC 


; Filing Specialists Since 1868 
February, 1947 OFFICE MANAGEMENT AND EQUIPMENT 
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TO MAKE A GOOD IMPRESSION 


Old Town 


RIBBONS + CARBONS + DUPLICATING SUPPLIES 


HEKTOGRAPH AND 
CARBON PAPERS 


DUPLIFORMS 
(Printed Master Units) 


CARBON PAPER 
RIBBONS 


CARBON ROLLS 


STENCIL 
DUPLICATING INKS 


DUPLICATING FLUID 


HAND CLEANSING 
CREAM 


DUPLICATING SUPPLIES 


TYPEWRITER AND 
PENCIL CARBONS 


AND RELATED ITEMS 


RIBBON & CARBON CO. Inc. 


Foremost makers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
Sales and Service Everywhere 
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Permanent Blue- Black 


* 1 Pcee 
8 Pte Company | atv wy 


Parker Quink with Solv-x! 


Have you ever made a test to find the best ink 
for your office? 

Try it ... you'll find there’s a world of dif- 
ference in inks. Some gum and clog, some 
fade easily, some will ruin pens and equipment. 

But you will find that Parker Quink pre- 
vents metal corrosion and rubber rot because it 
is the only ink containing pen-protecting solv-x. 

Solv-x actually stops pen troubles before 
they start! 

Quink with solv-x is America’s biggest selling 
ink—a brilliant, smooth-flowing, fast-drying 


Copr. 1944 by The Parker Pen Co. 


| PARKER QU/NK 
he only ink, ciltning SOLUH 


| 
Mirwary, 1947 


writing fluid that is ideal for every office use. 

Quink won’t fade! Even after hundreds of 
hours in blazing sunlight, records written with 
Parker Quink stay clear and sharp. It resists 
water—it photographs perfectly! 

And it costs no more than ordinary inks! 
Give Quink a trial—see for yourself why it is 
“standard equipment” in so many big offices. 

Full range of colors; 4 permanent, 5 wash- 
able. At all good dealers.and supply houses. 
The Parker Pen Company, a Wis- 
consin and Toronto, Canada. 


FREE: 


Attractive, colorful booklet 
that shows-all, tells-all about . 
Quink with solv-x. Filled with facts, photo- 

graphs, and testimonials . . . 


7, Janesville, Wisconsin . 


OFFICE MANAGEMENT AND EQUIPMENT 


proof of Quink’s superi- 

ority. A handy selling aid you'll want to show your 
prospects! Write The Parker Pen Company, Dept. 

. for your free copy today! 
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Da new addition to — 
the Tri-Par quality ting 


ALL STEEL 
OFFICE TABLE 


@ Baked enamel finish 


@ Matching two-tone brown or gray 


@ Snagproof . . . Clatterproof 


No. 1730 


@ Quality built through-out 
@ Welded reinforced Top 


_Here’s beauty and atility that seli 
No.1515 __Handsome...serviceable...salable...a sturdy, lifetime 

_ table for office, home, school, factory. Rolled under 
edges; radius corners. Beautiful Hammerloid finish. 
_% inch table top, noiseless. Specially designed for 
style, comfort, efficiency. 1 inch tube legs; & inch 
solid tie rode. 17 x 30 x 27 inches high. Quick, easy 
assembly. Shipping Weight 23 pounds. Immediate 


ALL PURPOSE OFFICE 


’ MACHINE STAND 


Another fast selling, all steel, office machine stand. 
Has ample legroom; free rolling casters. Heavy 


gaoge: rolled edges. Top has adjustable channels Also Available . . yas. s 

trea U 
Eimear sess iseae Stand with Mave Tops Monae Saad oe Beso 
tnches igh. Shigged 8 to 0 carton. S. U. wean Add-A-Tray Steel Desk Stack Trays; Wood Telephone 
16 pounds per table. F. O. B. Chicago. Tables; Steel Waste Baskets. 


Write for Free Catalogue: Newspaper Mats Available 


-MASO STEEL PRODUCT ie + ee 


- MASO MAKES THE BETTER ONE 


OFFICE MANAGEMENT AND EQUIPMENT 
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@ Roller Bearing Top 
@ All Steel Construction 


@ Grooves for Hanging Folders 
@ Follow Block for Reg. Folders 
@ Guide Rod for File Guides 

@ Dust Proof; Fire Resistant 


Meets Your Every For a 
Zuality ROLLAWAY FILE 


IT’S THE ONLY FILE WITH 
ALL THESE FEATURES 


Lop 
TAKES ALL FOLDERS 


Use any type folder you wish, the 
tive is especially designed 
to take them all This is an 
exclusive feature thot triples its 
convenience and usefulness. 


Febraary, 1947 


No. 1519 


Patents Pending 


Beautifully finished, meticulously built, the 
Executive exudes quality, efficiency, life- 
time service. Keeps records at your finger- 
tips when needed; yet safe, protected, out 
of the way, when not in use. Saves your 
time, energy, increases your efficiency. 
Dozens of work-saving uses in every office. 
Roller-bearing top slides tightly over rec- 
ords for complete protection. Opened, top 
lifts up and rolls back out of way. Start 
increasing your all-round efficiency. Order 
an Executive Rollaway from your dealer 
today. 


$950 


Without Folders 


List Price Higher 
West of Rockies 


SPECIFICATIONS 


FINISH: Olive green Hammerloid 
baked enamel 

TOP: Welded heavy gauge steel, 
roller bearing 

SIDES AND BOTTOM: Heavy gauge 
steel, slotted and grooved for hang- 
ing files, follow block, guide rod for 
regular folders. a 
LEGS: Solid steel. Smooth rolled 
edges. 

CASTERS: Strong, sturdy, free and 
easy rolling. 

SIZE: 15”x 18x27” high 9%” deep. 
SHIPPING WEIGHT: 24 Ibs. 
PACKED 1 to carton, K. D only 4 
legs to attach. 

PRICES: F O B. Chicago 


PLACE YOUR ORDER TODAY 


| MASO STEEL PRODUCTS 0». «18 sou cnton since 


MASO MAKES THE BETTER ONE 
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Feldco Binders are on the go . . . salesmen are hitting the pavements 
again ... they’re using Feldco . . . youngsters going to school . . . 
they’re using Feldco . . . Ring Binders made by specialists to 
take the hard service of commercial use . . . and still main- 
tain their appearance. Binders that can take the pun- 
ishment of teen-agers and yet appeal to the college 
senior . .. that’s the Feldco line . . . one Binder 
for both markets! We'll soon be in a position 
to supply all of your needs for this money 
making line . . . contact your jobber. 


FELDCO Loose Leaf COR s cates GO 10, LINO 
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There is only one Dip-Less* pen 


It comes only in Dip-Less: writing sets 


made by Esterbrook ... with 


seen LEO Bh gp 


yt 

2 ae 
Don’t confuse the Esterbrook Dip-Less* with ordinary dip-type 
pens. Dip-Less* is different. Dip-Less* has everything. Only men 
with Dip-Less* can you offer your customer precisely the right at 
point for the way he writes ...and for the job he has to do. Only y 
Dip-Less* offers the choice of precision Esterbrook Duracrome oh 
Points graded and numbered for easy duplication and replacement. a (4 
The Esterbrook Pen Company, Cooper Street, Camden, N. J. Pig 


Canadian representatives: The Brown Brothers, Ltd., Toronto. 


CAN’T LEAK...CAN’T FLOOD... 
PUTS JUST THE RIGHT AMOUNT 
OF INK ON THE POINT 


WRITES 300 WORDS WITHOUT 
RE-DIPPING! CHOICE OF ESTERBROOK 


SOLID DURACROME PRECISION- 
MADE POINTS 


FILL ONCE...WRITE FOR 


MONTHS! SEE WHEN IT’S DippsLess« ritina sets by 


TIME TO REFILL 


Gsterlbrook 


AMERICA’S FIRST PEN MAKER 


*Reg. U.S. Pat. Off. 
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O AACS Manufacturing Company, Decatur, Il. 


The beautiful, sturdy air-flow design shade and attractive, electroplated finish 
give the “Glider” an excellence that blends well with the most lavish office furn- 
ishings. Easily adjustable to any desired position by the mere touch of the hand. 
And ... it stays in position until moved. Complete 

range of positions assures concentrated light without 

glare. Priced to please. 


SPECIFICATIONS 
No. 15000 =~ 

Shade: 19” x 3%” x 1%”. 
Length from center of clamp to center of shade 18”. : ‘ 
Clamp adjustable to 3%". Complete Vertical Adjustment 
Completely adjustable—horizontally and vertically. ; 
Finish: Shade electroplated statuary bronze. 
Shade fitting, arm and top fitting of clamp, satin chrome. 
Clamp—rippled bronze. 
Wired with turn button switch in base of clamp, 10 feet of rubber 
covered cord, and unbreakable plug. 
Equipped for 1T8, 15 watt 18” fluorescent bulb, (AC and DC) 
List Price $13.50. Complete Horizontal Adjustment 


Pioneers in Lighting Equipment Since 1880 
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Prove it yourself! 


Just write us, naming your pencil dealer, and 
we'll send you a MIRADO writing pencil, 
TURQUOISE drawing pencil, VERITHIN 
colored checking pencil, or PRISMACOLOR 
art pencil in the grade or color you specify. 


MIRADO 
YeRITHIN 


TURDUGISE 
(PRISMACALAR 


¢ 


Be sec 1947 


le brieuil ) 
nest tin reeeacral 


for every office need 


Writing, drawing, checking or coloring . . . 
there’s an Eagle pencil that will do it better. 
Scientific tests prove that you will: 


SAVE TIME ... for their extra smoothness 
will speed your work. 


SAVE TROUBLE ... for their extra strength 
prevents point breakage. 


SAVE MONEY .. . because they /ast far longer. 


EAGLE PENCIL COMPANY 


New York e London e Toronto 


OFFICE MANAGEMENT AND EQUIPMENT 17 
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Speed-O-Prints NEW AUTOMATIC FEED 
| Rotary Stencil » Liberator Junie WWPLICATOR 


Speetalizes in Reproducing 22x) 00x)’ in. COPIES 


THE IDEAL DUPLICATOR FOR RESTAURANTS, AUTOMATIC FEED 
DRUG STORES, HOTELS, CLUBS AND MANY ay 2! be 
OTHER BUSINESS AND SOCIAL ORGANIZATIONS 


COUNTER ATTACHED, 86.50 


Ready Now! Here’s the answer to the widespread dealer-consumer ; (Plus Kncice Tan) 
demand for an efficient, simply operated duplicator! Its versatility 
is unmatched in the duplicating field. Countless thousands of users IDEAL FOR REPRODUCING— 


of small size forms will buy the Junior for its adaptability to their 


v¥ MENUS ¥ POST CARDS 
specialized needs of reproducing 2%x5 to 6x9% inch forms. And 
because of its great savings in reducing the cost of reproducing os lbcameiiasiaes 
these small forms major business establishments will buy it in addi- ¢ ALL SIZE INDEX CARDS 
tion to their standard size duplicators. ¥ PROGRAMS ¢ ANNOUNCEMENTS 


¥ ALL SIZE GOVERNMENT 
Prices Slightly Higher West Of The Rockies FRANKING CARDS 


'SPEED-O-PRINT CORPORATION 


16) EAST GRAND AVENUE CHICAGO I1, ILLINOIS 


¥ PLUS ENDLESS OTHER FORMS 
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Model L Automatic Fred $49.50 


Plus excise tax 


outstanding 


Economy Wodel 
SLD Soaps 


24.50 ' 
‘ line of 


Duplicators, 
Cabinets and 


Scopes 


SPEED-O-PRINT 
CORPORATION 


161 E. GRAND AVE. CHICAGO 11 ees. ar ae 


Tile Cabinet $29.50 Write for beautiful Full-color illustrated catalog Speed-O- Scope 


Prices slightly higher West of Rockies 
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THE GREATEST INVENTION 
TO AID 
OFFICE EFFICIENCY 


PLUS ECONOMY of TIME and COST 
IN 40 YEARS 


TO 
HANDS use 1s 
DO v0 
waited SAVE 
TOUCH 
CARBON - 
COATING 
ALIGN 
AT ANY 
WITH THE 
TIME 
SAVES YOUR VALUABLE TIME TIMES 
DOUBLES THE LIFE OF YOUR CARBON 
Kenlox, Sucre « vm 
eaaereererss 0° 009068 OPO 00. Corte Lae eee 
POSITIVELY NECESSARY I N 
AN Y OFFICE WHERE CARBON 
PAPER 1s US E D 
WRITE or PHONE to any of the following offices for demonstration 
MANUFACTURING 
COMPANY 
Rochester 1, N. Y., U. S. A. 
DOMESTIC BRANCHES: Atlanta, Baltimore, Birmingham, FOREIGN BRANCHES: Buenos Aires, Cordoba; Rosario, 
ston, Chicago, Cincinnati, Cleveland, Dallas, Denver, Tucuman, Argentine; Adelaide, Brisbane, Melbourne, Perth, 
Detroit, Houston, Indianapolis, Jacksonville, Kansas City, Sydney, Australia; Havana, Cuba. Carbon Paper Supply Co., 
Los Angeles, Louisville, Memphis, Milwaukee, Minneapolis, London, Birmingham, Edinburgh, Glasgow, Manchester, New- 
New Orleans, New York, Omaha, Philadelphia, Pittsburgh, castle, Leeds, Leicester, Liverpool, England; and Belfast, 
Portland (Oregon), Rochester (N. Y.), St. Louis, Salt Lake Ireland. Export Dept., Rochester I, N. Y., U. S. A. Cable 


City, San Francisco, Seattle, Toledo, Tulsa. Address: "Keelox Rochesterny." 
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Where To Use ACC Om 


The uses to which ACCO fasteners have 
been put are so many that it may be said with- 
out question ACCO is the fastener of universal 
application. 


For either temporary or permanent binding 
ACCO Fasteners are fast, sure, safe, eco- 
nomical. They are made in all standard sizes 
and capacities and offer the widest variety of 
choice. They are supplemented by other 
ACCO Products which further broaden their 
usefulness. 


Get to know the real possibilities of the 
ACCO line and you will get the most out of it 
in efficiency and economy. 


ORDERS 

REPORTS 

INVOICES 
VOUCHERS 
CATALOGS 
CONTRACTS 
ESTIMATES 

BLUE PRINTS 
MAILING LISTS 
CREDIT RECORDS 
CORRESPONDENCE 
SALES BULLETINS 
HOSPITAL CHARTS 
MAPS & CHARTS 
INVENTORY SHEETS 
BILLS OF LADING 


Etc., etc., 
ad infinitum 
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ACCO 


Products. Ine. 


39th Ave. and 24th St. 
Long Island City, N. Y. 
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the EYE is quicker than the HAND... 


True! The old adage has been blasted by the remarkable Boorum & Pease Visble Record- 
Keeping system. 

This unique system puts many records before your eyes in a singles glance. So flexible, 
it can be extended to any number of records. 


If you're interested in saving time and money, (and who isn’t?) this is the way to do 
both! Ask your B & P Stationer for a demonstration. 


ORDER FROM YOUR 


Standard BOORUM & PEASE SALESMAN 
cae TODAY 
d | andar i santa 
= = 
Manufacturers of Visible Equipment 
7 Loose-Leaf Covers and Forms Bound Books 


FOR EVERY RECORD—A WAY TO KEEP IT 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
e BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. WELLS ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 
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>), MERCURY 
\ \7 propucts 


MERCURY-LITH ROLLERS for Multi-Lith Printing Machines 


You will be amazed at the improvement in the quality of reproductions ob- 
tained with this superb roller. It is custom built to the same standards’ as 
the rollers we manufacture for the world’s largest multi-color lithograph 
presses. Naturally, this roller gives superior results. 


MERCURY-LITH BLANKETS for Multi-Lith Printing Machines 


No finer blanket can be secured at any price. They last longer because the 
coating and plies are specially resistant to ink absorption—and hence will 
not swell. They provide better reproductions because they are designed to 
fit smooth and taut. Every blanket is subjected to most painstaking con- 
trols and inspection at every step of production in order to be sure that it is 
blemish-free and capable of providing outstanding results. 


MERCURY-GRAPH ROLLERS for Multigraph Duplicating Machines 


This is a de-luxe roller at an every-day price. More than a quarter of a century 
of experience in the production of fine rollers for the graphic arts has gone 
into the engineering of this superior accessory. Extensive laboratory research 
and actual tests under severe working conditions have demonstrated that the 
performance and durability of this roller cannot be excelled. See what a dif- 
ference they will make on your machines. 
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a WRITE FOR THIS INTER- 
ESTING BOOKLET TODAY 
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ANNOUNCEMENT 


The Security Steel Equipment Corporation announces a new 
addition to its popular line of Office Equipment — The SECO 
Blank and Alphabetical Indexing System for Vertical Files. This 
simple, efficient and complete Filing System, together with 
Guide Cards, Folders, and many other supply items, in numerous 
subdivisions and varying sizes —is described in detail in our 
new catalogue. Write for your copy today. 


SECURITY STEEL EQUIPMENT CORPORATION, AVENEL, N. J. 
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Your Office Boy , Vr | 

is a Qualitie 
REPAIR 
EXPERT 


ON 


P PERMAPOL 


Because ANY and ALL WEAR or ACCIDENTAL POINT- 

DAMAGE can be IMMEDIATELY FIXED by simply inserting 

a thrifty RENEWAL UNIT (the 4-in-I assembly of the com- 

plete “works” of the pen)! And anyone can do it—any- 
l where — anytime. 


Permapoint, the Eberhard Faber guaranteed, long-service thrifty Renewal Unit 


No. 1203 (consists of 
point, feed, section 
and sac) lists singly at 


35¢ 


Fountain Pen is a“buy” at $1.50 (single pen list price). There’s 
a point for every hand, broad, medium, fine and extra fine. Every 
point is tipped with Iridium*, a satin-smooth precious alloy that 
has all tine wear resistance of pens costing several times as much. 
F;3m a company-purchase point of view, Permapoint is inexpen- 
so, yet practical...consider the RENEWAL feature. Your supply 


. , ° n w 

<. "cr wil be glad to give you a full demonstration. prs 

LIGHT 

*jrove naime...over 40% plati and i tent. EXTRA LIGHT 
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Does She Work Enough? 
% WE HAVE HEARD of one business man who hopes that 
the portal-to-portal pay question comes up in the office field, 
just so that he may have a real opportunity to express himself 
on the subject of how little work office employees currently 
do for the money they receive. 

There seems to be considerable feeling in office management 
circles that the whole trend of recent years has been toward 
less work for more pay. Some executives blame the war, for 
a slackening of office discipline and an inflation of salaries; 
others speak darkly of a falling off in the productivity of of- 
fice labor which was getting under way long before the war. 
Of course, to some real old-timers among executives, with 
memories of faithful souls pushing pens on ledgers for ten 
hours a day at $20 a week, today’s office workers are all 
grossly under-worked and over-paid! 

Coffee-drinking, dawdling on the job, and frequent absence 
for illness and other reasons have got many office executives 
very hot under the collar, but with labor supply conditions 
what they have been very few have dared do more than 
grumble. Yet the work of the office gets done—and who will 
argue it is not well done? 
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A new steel desk organizer, styled by FUTURA, gracefully contoured to provide 
complete accessibility of papers, etc., from top or both sides; five full 2" compart- 
ments; finished in FUTURA greylustre or standard olive green. 


Tidy Desk-Master may be expanded by securing additional leaves, bases and longer 
rods. 


Immediately available—when ordering designate “Tidy Desk-Master." 
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A big English office. General offices of Lever Brothers, Port Sunlight, Ltd., Port Sunlight, 
Cheshire, England. The offices occupy three wings. 
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A Mind for Management 


| By Charles O. Libbey 


Head, Office Methods Staff 
| Tennessee Valley Authority 
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ik WE HAVE HEARD one statement concerning 
\ office methods so often that it has become part of 
\the vernacular: “My office is different.” The 
leeds of different enterprises or even different 
ffices in the same enterprise are quite dissimilar. 
\From the point of view of the executive his office 
\may well be different; from the point of view of 
| one studying procedures, the routines and details 
\bear strong family resemblances. So to be effec- 
tive, the successful analyst must have a mind that 
is open, resourceful, and alert. 
To keep a going concern going, it always ap- 
pears easiest to say no to any change and very 
often it is the right thing to say no. However, 
you will never know an executive who does not 
| think he has an open mind. This is probably why 
the late Frank Vanderlip defined a conservative 
executive as a man “who does not believe that 
anything should be done for the first time.” This 
!'8 why the analyst must make his appeal not only 
j'0 judgment but to the imagination. By imagina- 
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tion I mean the ability to sce basic facts in new 
combinations and show benefits in the change. 

First of all, the analyst in the office must pos- 
sess an independent mind. He finds facts among 
persons performing routine tasks as part of a 
business system. They tell him of clerical acts, 
he observes facts and tests them in his experience. 
He puts them together objectively to get a series 
in notes or charts. This is the tradition of doing 
the job and likely to be the mind-set of the em- 
ployee. 

Traditional ways are not necessarily right. 
There are exhibits in your office and mine, and 
perhaps on your desk and mine. Possibly the most 
celebrated case is that of the man with a black 
bag at the London Times. Years ago when Lord 
Northcliffe purchased the paper, he observed a 
man with a black bag come to the office each 
Saturday afternoon and go to a certain small 
room. Each Monday morning this mysterious 
stranger with his black bag came out again and 
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was gone. Lord Northcliffe became curious but 
none of his associates knew the reason for the 
procedure. It had always been going on. So he 
lay in wait for the man with a black bag and his 
curiosity was rewarded. 

A half century before, the Times wished to send 
a correspondent to Egypt on an errand of great 
haste. It was a Sunday, banks were closed and 
no funds were available. Then and there arrange- 
ments were made whereby the bank sent 2,000 
pounds by special messenger to the newspaper 
office every Saturday to remain available until 
Monday morning. Fifty years had come and gone, 
messenger had followed messenger, yet the 2,000 
pounds had never been requested again. In time 
the procedure became so familiar that no one had 
ever questioned it before. Perhaps the moral is 
that the most difficult thing to analyze is the 
obvious. 

Traditional not necessarily wrong 


Traditional ways are not necessarily wrong 
either. Many analysts of office procedure have a 
tendency to think always in terms of complete 
change. Some consultants seem to feel that they 
cannot show results unless they turn over the 
whole organization. 

Analysts and consultants, following each other, 
throw each other’s work away and start all over 
again. An idea is not necessarily efficient because 
it comes in a well-advertised new cellophane pack- 
age, and the strange fact is that many an old 
method is efficient simply because everyone knows 
how it works and a majority likes the operation. 
This is not a pessimistic thought. It is merely to 
emphasize that the analyst must be careful when 
he tampers with traditional ways of doing things. 
He must be certain and preve that he adds more 
than he takes away. 

He must not be afraid to go along with tradi- 
tional ways and he must not be afraid to break 
with them. He should develop a sound sense of 


In the office, rigid obedience 
is not always desirable 
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1 
balance in these matters and do his own carefyj 
thinking. That will require an independent ming 

Next the analyst in the office should possess q, 
experimental attitude in his work. He will gy 
range the facts surrounding the job in new con. * SU! 
binations to shorten work, lessen fatigue, ang for an 
raise production. Research has been called th, '™ , 
process of going down many blind alleys until yo) ™ the 
find one that goes through. If the analyst ig jp. New ¥ 
genious enough, there is always one which doa| Util 
go through. instant 

There is a danger in this emphasis on ingenuity, 
and too many office analysts work overtime to 
produce something spectacular. It is this display! 
complex that prompts them to put technical lap. 
guage in a report that will not be understood by 
their readers. Someone has worked out that there 
are about ten thousand combinations for signal. 
ling on the 44-inch index margin of a visible, 
index, but it would be folly to use more than i 
very few. Many a good chart has been ruined by 
complexities. Now the basic thought in a chart 
is that it must be simple 19 carry the message 
Too many times by a process of evolution, by de} Hm 
vising and adding, the analyst produces a char; 
so ingenious that no one has time to compreheni| iim 
it. Even the inventor coming upon it suddenly’ 
after a time is at loss to explain its meaning 
This is often true of a process chart with a greg 
variety of symbols. 


Cut to size 


Ingenuity in office procedures should be at; 
down to size. The best method to cut the new 
idea to usable size is to try it out on associates 
Make a business of explaining it carefully andj J 
evaluate open-mindedly the criticism. This win} 
nowing of ideas by someone of experience cal} ay 
save a lot of embarrassment later on. I remem| 
ber an office manager who had invented a new 
filing system years ago and took me into his cor 
fidence with mysterious enthusiasm. He had some 
thing, too. It was sound end it was ingenious) 
The only trouble was that Melville Dewey hai: 
anticipated his invention, for it was a decimal 
classification. 


More often the analyst will be engaged in adapt- 
ing ideas than inventing them. Someone praisel 
a certain analyst the other day by saying that le} 
had the talent for storing up and adapting al 
that he read. He certainly had grown in 
process. Even new ideas that suggest change af 
difficult to sell. I wish all executives might have 
this philosophy of Charles F. Kettering: “Whe 
ever you look at a piece of work and you thit 
the fellow was crazy, then you want to pay sm 
attention to that. One of you is likely to be, a 


(Turn to page 54) 
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: The Office Intimate 
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> ' SUITABLE as an intimate accessory office Plexiglas mural creates a dramatic background, 
"| gor an executive or for a home study-office is the while the same type of fluorescent lamps, recessed 
d room illustrated herewith, one of the model rooms in coves along the walls, produce approximately 
wal in the newly re-styled Sylvania Lighting Center, 25 footcandles of general illumination. 
“4 New York. An incandescent downlight recessed in the ceil- 
Joes Utilizing comparatively new 64-inch long slim ing slightly behind the desk furnishes an extra 
instant-starting fluorescent lamps, an edge-lighted 80 footeandles of illumination for close work. 
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% THE WEKEARNY CLUB, founded in 1925 
for the promotion of education, athletic and so- 
cial activities of employees of Western Electric 
Kearny Works, in New Jersey, goes to consider- 
able pains in conducting a school that will help 
ambitious employees along the way to their es- 
tablished goals. 


L. A. PAYNE 
Principal, Wekearny Club School 
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Shorthand review at Wekearny Club School 


Fine Educational Program at 
Western Electric's Kearny Works 


By KIMBALL DARBY 


Whether the student’s cbjective be a better 


grasp of the use of office tools and studies re | 
quired for application to his vocation, “know- ; 


how” and grace on the dance floor, or future suc- 
cess as a housewife or householder, the school has 
a course for the Western Electric employee who 
has the desire to learn. 

The foreword in the bulletin cf the Wekearny 
Club Evening School points out three major at- 
vantages offered by this school to the Western 
Electric worker who contemplates increasing his 
store of knowledge. These advantages are the 
convenience of the classes, which insofar as pos 
sible are conducted in the plant; minimum ¢ 
pense, since the enrollment fee is sufficient only 
to cover the cost of obtaining an instructor; and 
the flexibility of the courses offered, which aré 
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Comptometry class at School 


indeed varied in their subject matter. 

Even so, if a group of students have a desire 
to take up a subject not included in the school’s 
program, it is possible that they can have the 
course installed in the school’s curriculum pro- 
vided, of course, there are sufficient students in- 
terested to pay for the cost of an instructor, and 
if in the opinion of the evening school principal 
there are no other obstacles to its inclusion. 

While the bulletin points out that the courses 
are not designed to directly assist a club member 
in his or her job training, in many cases this 
cannot help but be the end result, since the school 
maintains a file of each student who takes train- 
ing, and at the end of each semester adds his 
scholastic record to his permanent company rec- 
ord. Awareness of the fact that his company is 
interested in his desire to broaden his knowledge 
furnishes great incentive to the evening school 
student. 

The school’s calendar extends over a fall and 
spring semester, each of which lasts ten weeks, 
and there is an enrollment period of a week be- 
fore each term. 

The educational committee reserves the right 
to determine class size, and to cancel classes where 
insufficient enrollments justify such action. The 
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committee is also of the opinion that it is in- 
advisable for the student to enroll in more than 
two subjects each term, and to do so requires the 
permission of the committee and the principal. 

Textbooks and other class materials, with the 
exception of first aid and health texts, which are 
furnished free, are sold to the student at cost, 
and the transportation bureau provides bus ac- 
commodations for students to central points in 
Newark and Jersey City. 


The educational committee projects its thought 
beyond the evening school’s limits in offering ad- 
vice to club members who are interested in com- 
pleting high school or college courses, for not only 
is the library of school catalogues and other edu- 
cational information placed at the employee’s 
service, but the individual members of the com- 
mittee and the evening school principal are avail- 
able for the prospective night student’s guidance 
in selecting courses at other schools. 

As in any college or university catalogue, each 
course offered by the Evening School is listed and 
described attractively in a paragraph in its bul- 
letin. Here are some samples drawn from the 
bulletin of the school: 


(Turn to page 64) 
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This section of the general offices of the Bulova Watch Co. at Rockefeller Plaza 
indicates the use of surface mounted fluorescent fixtures and concealed air 


At Bulova’s 
Rockefeller 


Center 


Offices 


By George Wall 


conditioning ducts. 


% IN the design and decoration of the Bulova 
Watch Company offices at Rockefeller Center, 
New York, main interest was in the general 
offices, with close attention to each employee's 
comfort in order to insure the highest return in 
work efficiency. 

With this objective in mind, Ross Frankel, Inc., 
New York, designed for the sales offices a new 


type of office partition combining visibility and | 


sound-proofing. Sound-absorbing ceiling tiles and 
rubber flooring were installed to reduce noise at 
its source. The recessed fluorescent lighting, with 
optical glass soffit, increases visibility. The sales 
department personnel are grateful to this day for 
the care and interest taken in the design of their 
working quarters. 

The picture of the general offices indicates how 
effective are the surface-mounted fluorescent fix- 
tures. Dark-brown linoleum floor covering is em- 
ployed and the walls are painted a restful shade 
of pale green. 

Air-conditioning is installed throughout. 


The executive offices also employ sturdy walnut 
partitions with the plate glass set in special 
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cial 


aluminum frames. These partitions have been and serves as an effective decoration as well. 

treated for fireproofing. Grilles for air-conditioning and heating are 
The design of the conference room combined a subdued, well designed, and non-obstructive. 

serious business atmosphere together with dignity Recessed fluorescent lighting, an acoustical 

and elegance. American wa!nut and natural birch plaster ceiling, and light grey broadloom carpet- 

dominate the decoration. A map of the world is - ing are features of this impressive room. 

an integral part of the function of this room (Turn to next page) 


To meet the special requirements for the sales offices of the Bulova Watch Co. at Rockefeller Plaza, 
Ross-Frankel designed a new type of office partition combining visibility and soundproofing. 


The general office area here is not glassed, whereas the executive office area is fully glassed to afford. privacy. 
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Conference room at offices of Bulovs Watch Co., Rockefeller Plaza. 


The reception room (see cover picture) was curved wall offsets the indirect lighting. The 
designed to impress the visitor by its dignified impressive desk, saddle leather upholstery, and 
elegance. The striped wainut paneling of the soft tan carpeting add to the beauty of this room. 


| Report of N.A.P. A. Business Survey Committee 


Composite opinion of purchasing agents who comprise the 
NAPA Business Survey Committee, whose chairman is 
Robert C. Swanton, Director of Purchases, Winchester Re- 
peating Arms Corp., Division of Olin Industries, Inc., New 
Haven, Conn. 


General Business Conditions With steady production, better balanced inven- 
Purchasing agents report general business at tories and indications that drastic price advances 
the start of 1947 is good. No industrial recession are at an end, the outlook is considered most 
is evident from the peak reached in the upswing favorable. 
in late 1946, part of which was seasonal. Business Commodity Prices 
has leveled off with some indication of further Industrial commodity prices continued to aé- 
increase. Seventy per cent of the committee report vance in January but at « very moderate rate 
no change in the business level and the balance compared to the previous sixty days. Most ai- 
show some increase. vances reflect upward adjustments which have 
Buyers feel that business volume shows a been in the calculating stage since decontrdl, 
marked tendency to stabilize with high produc- notably steel and products made of steel. In the 
tion and sales for several months, if not inter- opinion of many buyers prices have reached theit 
' rupted by work stoppages. (Turn to page 70) 
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By Ewing Galloway, N. Y. 


A system for everything, and every system in its place 


The Abracadabra of Practical Systems 


By H. John Ross 


Manager, Systems & Procedures Department, Continental Can Co., Inc., New York; 
President, Systems & Procedures Association, New York Chapter 


* WHENEVER we hear about a large sum of 
money spent on a systems installation which, after 
a few months’ trial was literally tossed into the 
ash can we know that somebody failed to apply 
the acid test, “Is it practical?” Lack of prac- 
tieality is the rock that has wrecked its multi- 
tude of systems installations. Only by following 
an inexorable method can a practical system be 
designed. 

The key to the method of practical systems may 
be found in the following stanza from the poem, 
“Abracadabra,” by Ambrose Bierce: 


“By Abracadabra we signify 
an infinite number of things. 

’Tis the answer to what? and how? 
and why? and whence? and 
whither? — A word whereby the 
truth (with the comfort it brings) 

Is open to all who grope in the night, 
Crying for wisdom’s holy light.” 


February, 1947 


Systems must succeed in the effort to present 
truth to management. 

This concept of systems is far different from 
that which is held by many businessmen. Even 
in such organizations as possess a definite sys- 
tems function, there is frequently a failure to 
understand its purpose and method. That man 
is rare who understands systems to be a virile 
force, a vital tool, available to management to en- 
able management to really manage. 


Purpose of Systems 

It is the purpose then, of systems to enable 
management to manage effectively. It takes more 
than genius these days to keep a business solvent. 
Giants in the fields of finance, production and 
distribution make their contributions only to the 
extent that their organizations are equipped by 
systems to follow through. Whether acknowl- 
edged or not, if the full value of a high-keyed ex- 
ecutive is achieved it is because someone, some- 
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where is doing a good systems job in the trans- 
mutation of ideas into concrete accomplishments. 
I recently visited the young owner of a business 
which has grown from a handful of workers to 
several hundred in the span of a few years. This 
particular business was affected only adversely 
by the war because of rationing and shortages and 
would, without the war conditions, be even larger. 
Through sheer strength of character, shrewdness, 
and good judgment, the owner has built this 
successful business out of nothing but an idea. 


Desperate 

Despite the obvious success of his business, how- 
ever, he was desperate. He paced the floor in his 
office and stopped at intervals to pound his fist 
on a desk for emphasis. 

“T have no trouble with my sales force! 
no trouble with my factory! 
with my drivers! I have no trouble with my 
bank! But I’m going crazy trying to get the 
paper-work straightened out! Two office man- 
agers in six months and I pay $10,000 a year for 
the job. You’d think for that kind of money I’d 
get results but nothing doing! 

“T don’t dare expand my business until I get 
this thing licked. I don’t want to spend my own 
time doing it because if I do I stop growing my- 
self. If I can’t hire the men to do the jobs that 
need to be done I’ve reached the end of the line 
and that I won’t accept.” 

When it was explained to him that his answer 
was not in hiring and firing office managers, but 


I have 
I have no trouble 


The big word with the systems engineer 
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in getting practical systems, he saw the way out 
His business is again growing. 
The method of systems is research. Researgh 
in management; research for management; yg 
search by management. It is the impersonal, im 
partial effort to arrive at the right way: “To get 
practical solutions to practical problems.” % ' 
be practical, any systems installation must retugg | 
an affirmative answer to these questions: 


: 


1. Is it necessary? ; 

2. Has it been reduced to the utmost 
simplicity? 

3. Do the results justify the operating 
cost? 


4. Can any clerk understand it? 
5. Does it stimulate ar enthusiastic re- 
sponse all along the line? 


Systems which cannot pass this test are eithep | 
slated for continual revisicn until they do pag 
or the operations which they affect will fail § 
arrive at the utmost in efficiency. 

There is a third possible result which I hesitate 


to mention because systems men and clerical se 
pervisors are so painfully embarrassed when it& | 
brought to their attention in their own organize | 
tions. Clerks, with that innate common-sense 
which characterizes a large segment of American 
workers, have a way of ignoring established pro- 
cedures or: surreptitiously applying their own ver- 
sions so as to eliminate unnecessary detail and 
speedup the clerical processes. { 


Self-made systems 
This tendency of workers to provide their own 
systems was the cause of some confusion on the 
part of a trainee in systems who was doing the 


leg-work in getting facts necessary to design and , 


install a new clerical routine. Going into his sv- 
pervisor’s office visibly perturbed he said, “ 
talked with the manager of that department yes- 
terday, who told me how this work is done, but 
today in talking with the clerks I found out that 
they are doing something different. Why did he 
lie to me?” 

He was given the assurance that the depart- 
ment manager’s information was given with 
honesty and sincerity and that in a sense the 
manager was being double-crossed by his pet- 
sonnel. Like water seeking its own level they 
had reduced the established procedure to its prat- 
tical level in their sphere. It was probable that 
they were nearer right than the instructions 
which, had they been practical would have beet 
followed implicitly. 

It has been my experience on several occasions 
to make a systems installation where a previously 
designed procedure had been discarded after 4 


(Turn to page 52) 
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% MORE THAN HALF of the one thousand 
office employees and executives in the Borden 
Company’s home office, 350 Madison Ave., New 
York, drop into their cheerful refreshment bar 
once or twice in the course of an average day 
for a pick-up in the form of a nourishing Hemo, 
malted milk beverage, or ice cream. 

During luncheon and rest periods they may 
find relaxation in chatting with friends over a 
malted and cigarette at one of the small, modern 
tables in the well lighted and decorated unit. Or 
they may visit the comfortable club room, sep- 
arated from the bar only by a two-foot partition. 
In these social quarters groups gather about the 
piano. Cards and checkers are included in clu» 
toom equipment and inviting lounges and easy 
chairs make it a favorite spot for a game after 
lunch. 

; These facilities are open throughout the work- 
ing day to employees in the home office. Depart- 
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Bar at Borden's 


| Borden Office Refreshment Bar 
A Popular Feature With Staff 


By Grace Buckley 


ment heads are liberal in approving time out for 
refreshment, providing the privilege is not abused. 
For this concern believes that a snack and a 
change of activity keeps working efficiency high 
and insures a happier personnel. 

Both the refreshment bar and the compact 
little “store” combined with it miake a further 
and decidedly unusual contribution to efficiency 
by familiarizing employees with the company’s 
own products, served and sold in the unit. This 
pleasant and practical means of educating 1,000 
employee consumers purchasing fountain drinks 
and ice cream or packaged goods at reduced prices 
makes them conscious of the quality and variety 
of the concern’s products. With the development 
of product-consciousness, they take satisfaction in 
furthering the company’s primary objective, the 
sale and distribution of its goods, by putting their 
best effort and ability int» office tasks. First- 

(Turn to page 42) 
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Pay Day at Ford Motor Co. 


1. THIS Ford Motor Co. payroll clerk is one of 217 employees who work 
in the payroll office of the company's Rouge plant. She totals the hours 
worked. Other girls calculate the income tax and social security deduc- 
tions, insurance, and union dues. 


2. TWO Ford Motor Co. pay men unpack the daily payroll as it comes 
from the bank. Each day more than $800,000 is paid to one department 
or another in the Rouge plant. Eighteen tellers count this money and 
make up the individual pay envelopes. 


3. IF you are going to get out a daily payroll of $800,000 you need the 
help of some mechanical gadgets. Here in the pay office of the Ford 
Motor Co.'s Rouge plant, a pay clerk scoops coins into the revolving 
bucket of a coin sorting pol counting machine. In the background 
other staff members count and fill pay envelopes. 
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Refreshment Bar 
(From page 39) 


hand acquaintance with Borden’s products also 
wakens them to the significance of procedures 
that seemed mere routine, increasing their in- 
terest in correspondence, transcription, and de- 
tails relating to accounting, sales, advertising and 
other operations. 

Executives in the home office, visiting the foun- 
tain frequently themselves, may invite guests to 
sample the company’s products in beverages or 
to view the full line displayed in illuminated cases 
at one end of the refreshment bar in the store. 


Saves on shopping time 

The store, which is supervised by G. M. Van 
Valkenburgh, proves convenient in saving shop- 
ping time for employees. Some executives, when 
occasionally too busy to go out for luncheon, make 
a practice of buying a quart of milk which, with 
a package of crackers and cheese, provides a 
satisfying “desk lunch.” 

The attention that the company gives to its 
own employee consumers pays dividends in pop- 
ularizing its foods with their families and friends. 

In planning the refreshment bar and club room, 
almost as much importance was attached to the 


Close-up of Borden's office bar 


OFFICE MANAGEMENT AND EQUIPMENT 


creation of a cheerful, social atmosphere, as to th, 
primary objective of providing nourishing he, 
erages to fill the need for a “lift.” 

With its sunny yellow and soft gray walls, an 
glass brick panels, the decorative scheme thy 
was chosen plays an important part in accop. 
plishing this purpose. The fountain in the centy 
of the refreshment area, blends into the gener, 
color scheme. The linoleum-covered bar top, po) 
ished and spotless, is dark blue, contrasting with 
the gray front, with sloped base. Fluorescey, 
lighting, channeled into the borders of the sof 
yellow fountain top that matches inner woo. 
work, diffuses a cheerful glow. Colorful fountajy 
signs are posted above the stainless steel back 
bar and glass shelves. Complete dispensing and 
mixing equipment is up-to-the-minute and spo. 
lessly clean. 

Prompt service 

Two paid employees and a third part-time 
worker during rush periods insure prompt, pleas. 
ant service. Their attentior. keeps the small store 
room for supplies as clean as the fountain whier 
it adjoins. 

Many employees enjoy a quick snack at the 
fountain, but at luncheon or during rest intervals 


(Turn to page 50) 
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A wall-papered office at Wall Paper Institute 


Wall Paper for Office Walls ? 


By James Gray 


* DOES wall paper offer a good decorative 
medium for the office? ~ 

The Wall Paper Institute, which has recently 
opened new offices in New York at 400 Madison 
Avenue, believes that it does, and has given def- 
inite expression to its belief by using wall paper 
in the new offices. Although the offices are strictly 
functional, wall paper has proved an attractive 
and suitable background for all the rooms in the 
office, the Institute feels. Using different papers 
in each room, the rooms have all been tied together 
by having complementary colorings leading the 
eye easily from one room to another. 

Because of the nature of the Institute, it was 
deemed advisable to select papers which were 
frankly wall paper and which were most appro- 
priate for office use. Therefore, the decorators, 
Intramural, Inc., chose a light and airy scenic for 
the reception room. This green floral on a white 


eeronnd set the color theme for the entire 
e. 
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The greens in the reception room papers are 
repeated in a weave paper used in a work room 
which is designed for use by editors and dec- 
orators. Besides carrying out the monochromatic 
theme, the paper is considered a smart choice, for 
the emphasis on texture rather than pattern is 
especially important for a room which will be used 
to display papers of many varied patterns. 

A geometric design of Greek key influence was 
picked for the area occupied by clerical workers 
so that there would be no distracting patterns to 
catch the eye of girls operating typewriters, add- 
ing machines, and other mechanical devices. 

The executive offices are able to use the more 
traditional patterns because they have the dual 
function of offices and conference rooms. 

It is interesting to note that suitable papers 
were available in regular stock lines to meet every 
need. In no case was it necessary to go outside 
the regular commercial lines to find the desired 
patterns or colorings. (Turn to next page) 
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In Wall Paper Institute office reception room on $ 


The Institute considers the decoration of its can be applied to produce a setting interesting and | oni 
offices as an excellent example of how wall paper in good taste for every business organization. sized 


How Institute treats executive office walls 
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RIGHT: 

TRAVELING SALESROOM. This is the first of a 
fleet of automobile trailers which the Ozalid division 
of the General Aniline & Film Corp., Johnson City, 
N. Y., fitted up as offices and showrooms for its 745-Ib. 
Oulid Streamliner reproducing machine. The trailers 
will take this machine to the front doors of some 
140,000 business offices, drafting rooms, schools, and 
colleges all over the country. Completely air-condi- 
tioned and sound-proofed, the trailer contains not 
only the reproducing machine, but also has a desk, red 
leather chairs, and attractive wall furnishings. With 
the Ozalid method, anything drawn, typed, printed, or 
photographed on translucent material is reproduced 
on sensitized paper or other sensitized material after 
only two operations, exposure and dry development. 
Only 25 seconds are required to reproduce standard 
sized engineering drawings, accounting reports, file 
cards, photograph film positives and other translucent 
originals. The lines and images on originals can be 
reproduced in blue, red, sepia, or yellow, and on 
paper, cloth, foil, film, or plastic. 


RIGHT: 
AN ON THE SPOT PLAN to show the office execu- 


tive exactly how his mailroom problems can be solved 
is possible with the USPM Mailroom Plan-Board, which 
the Commercial Controls Corp., Rochester 2, N. Y., 
furnishes to its company mailroom specialists. The 
Plan-Board, together with all the materials needed for 
laying out a complete mailroom, is enclosed in a 
leather-covered carrying case. A lithographed floor 
plan, scaled one-half-inch to the foot, fits on the 
board. Plastic block models of USPM metered mail 

hines and equipment are made to the same scale. 
These have metal pins with which to attach them to 
fied positions on the board. When an acceptable 
arrangement has been worked out, the USPM special- 
ist outlines the models on the paper plan, indicating 
with dotted lines the flow of incoming and outgoing 
mail: He also draws in the outside dimensions of the 
room, marking doors, windows, or obstructions. The 
finished plan is then removed from the board and pre- 
sented to the customer for use in installing the new 
arrangement. 
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LEFT: 


LEFT: 


INSTANT ACTION INDEX with a separate compartment 
for memo sheets from the Autopoint Co., 180! Foster Ave., 
Chicago. Just touch the correct key and specific informa- 
tion, phone numbers, addresses, price lists, or what you wish 
is at hand. Index cards are 4 by 5 inches. There are 100 
loose memo sheets in compartment in the base. Finished 
in black or walnut. 


BELOW: 

FOR GLARELESS ILLUMINATION. The Mitchell Mfg. 
Co., 2525 North Clybourn St., Chicago, has developed this 
new cesk illuminator which works on the Polaroid principle 
of glare elimination. The unit utilizes two standard fluores- 
cent lamps as the light source and the light passes through 
a concealed Polaroid filter and gives soft, even, glareless il- 
lumination. Has all metal construction. 


NEW COSTUMERS offered by the Lee Co., 666 Lake 
Shore Drive, Chicago Ill. The one at the left is 69!/, inches 
tall; the stem is | 1/9 inches thick; it holds up to 500 
pounds. The hooks cannot break loose as they are inter- 
locked into the tubing with a wedge that also holds down 
the top hooks which are interlocked into the cap. The top 


hooks can be adjusted to any position. The other costumer 
is 68 inches tall with a 1'/2-inch stem. Both are chromium 
plated on highly polished steel. For a description of the 
complete line of chrome costumers write the company. 


LEFT: 


FROM HEATER TO FAN in 29 seconds. This room- 
conditioning appliance, known as the Surf Season- 
Air, is made by G-M Laboratories, Inc.. 4326 North 
Knox St., Chicago. The double-duty feature which 
makes Season-Air useful in hot and cold weather, is 
made possible by a detachable heater housing. With 
the housing in place, Season-Air is a 1320-watt forced 
air heater which circulates 140 cubic feet of warm 
air a minute. The heating coils are well guarded to 
prevent accidents. For warm weather use, the com- 
plete heater housing can be removed quickly and 
Season-Air becomes a 10-inch, 3-blade fan, which 
circulates 500 cubic feet of cool air a minute. There 
is a separate fan guard for safety. Sturdy all-metal 
construction with a chromium trim. Weighs only 9 
pounds, 6 ounces. It does not cause radio interference. 
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RIGHT: 


DECORATIVE BOOKENDS AND ASHTRAYS to brighten 
the office. The cloisonne type humming bird bookends shown 
here are exquisitely decorated with yellow and green. They 
are made by L. F. Grammes. They have brass bases. 
Retail at $7 a pair. The heavy deep ashtray is of Grammes 
Colorplate etchware. It's an opalescent red. Diameter, 7'/2 
inches, more than enough for all the ashes of the countless 
visitors each day. Silver-plated on brass. 
$4. From Janice Aderer, 225 Fifth Ave., New York 10. 


BELOW: 


A NEW DRAFTING SCALE, the Vant Rule, is being manu- 
factured by the Stewart-Jacksorn Instrument Co., 215 West 
7th St., Los Angeles 14. Eight different scales are incorpo- 
rated on one side of this transparent plastic instrument. The 
scale need not be turned over to find calibrations of 
Ye, Ya, Ye. Yo. Ye. 1, Yo and 3 inches per foot. Made 
of crystal-clear, heavy, .125 plastic with calibrations and 


Retails for about 


numerals in red to facilitate reading against black and white 


drawings or blue prints. Overall length, 


13/2 inches with 


scales to 12 inches. All edges are beveled. Comes com- 


plete with case; retails for $2. 


ABOVE: 


THE NEW RECORD REGISTER developed by the 
Egry Register Co., Dayton 2, Ohio. According to 
its makers, the new machine has many advantages 
over old models. It has a large loading capa- 
city. The steel writing table assures legible 
carbon copies in all forms in the set. The operating 
mechanism is bolted into position in an attractive 
steel housing. Positive registration is assured. The 
tegister has ample space for automatically filing 
audit copies in a neat pack. The company says the 
machire is e combination record register and mani- 
folder. It discharges all copies or directs audit copies 
into locked compartment. Made in several models to 
accommodate all popular form sizes. 
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BELOW: 

AT YOUR FINGERTIPS. This handy desk correspondence 
holder, known as the Today-Tomorrow holder, is available 
from the Wire-O Binding Co., of Chicago, 732 West Van 
Buren St., Chicago. Closed, the folder is 1134 by 93% inches; 
it opens to 1134 by 19!/4 inches. Two hinged flaps on the 
inside are for papers. The title on the flaps is stamped in 
gold. Made of quality leatherette. 
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RIGHT: 


ALIGNED WITH THE TIMES. The Kee Lox Mfg. 
Co., 10 Kee Lox Pl., Rochester 1, New York, has intro- 
duced the Kopy Aligner Box, a new carbon paper dis- 
pensing and collating device, which should be of use 
to every typist and stenographer. As soon as the box 
is opened, the carbon is in position for use. The typist 
does not have to touch the coated surface of the 
carbon with her hands. The carbon sheets are so ar- 
ranged in the box that she aulomatically uses the top 
of the sheets one time and the bottom the next time. 
Copy and carbon sheets are collated in the Aligner 
tray. The carbon is easily removed from the copy. 
Returning the carbon to the aligner box is also a very 
simple matter. The edae of the carbon is uncoated, 
which makes for cleanliness. 


LEFT: 


A NEW IDEA IN MODERN TELEGRAPHY adaptable to the 
office. The Selectograph Mfg. Co., Colorado Springs, Colo., has 
designed this automatic telegraph code writer, which will send 
perfect telegraphy in any code from two to sixty words a minute, 
It is similar in appearance and operation to an electric typewriter 
and is easy to operate. Can be operated anywhere—on a plane, 
or bus; it is not affected by centrifugal force. High-speed is pos- 
sible because the characters are automatically and perfectly timed, 
There is a repeat key. The speed can be controlled. The Selecto- 
graph Code Writer is motor-driven. It may be equipped for any 
AC or DC voltage specified. Machines are available for Inter. 
national Morse code, or any other type of code. Ciphers may be 
easily adapted to the instrument for secret transmissions, using 
standard codes, by changing cams, or by use of private code 
ciphers. Standard equipment includes volume control and switch, 
three-position tone control, and indicator lights. Later models will 
include tape recorders for recording code transmissions or for 
preparing tapes for transmission. 
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LEFT: 


ATTACHMENTS availabie for the dictating mod# 
of the wire recorder recently developed by the Peitt 
Magnetic Wire Recorder Corp., 135 South La Sut 
St., Evanston, Ill., are displayed by Dr. Jesse E. Heb 
son, director of the Armour Research Foundation ¢ 
Illinois Institute of Technology, and model, Deam 
Winnegar. On Dr. Hobson's lapel is a sensitive mice 
phone which may be used when the speaker is wallin 
about. Miss Winnegar is showing a new plastic-tym 
earphone. On the table, from left to right, is a fot 
control, radio-type head set and microphone, atc 
ment for recording telephone conversations, and dt 
microphone. Immediately in front and to the left? 
the new machine are two switches by which the m 
chine may be controlled from the keyboard of a typ 
writer. Tne small white object that looks like a 
in the front center of the table is a sensitive eart 
which plugs into one ear similar to a hearing aid. | 
brochure picturing and describing the Peirce Magnet: 
Wire Recorder is available from the company. 
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Reception room, Universal Atlas Cement Co. 


This Office Reception Room 
Employs Company's Own Product 


By Virginia Kent 


* A CLASSICALLY SIMPLE yet warm and 
cheerful reception room in the offices of the Uni- 
versal Atlas Cement Company on the fourteenth 
floor of the Chrysler Building, New York, is skill- 
fully and appropriately carried out in concrete, 
employing the company’s own product. 

A photographic mural cepicting the uses of 
cement in bridge building and construction, 
against a scenic background that includes the 
‘ompany’s plant, is the most striking feature of 
this room designed by Walter Dorwin Teague. 
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The mural in the center of the rear wall is set into 
a broadly curved recess, illuminated by concealed 
bulbs. 

Just in front of the mura! is the receptionist’s 
black desk, matching two low tables with tops of 
polished black concrete at each side of the room. 

Long seats of soft red leather, contrasting with 
the cream wall surfaces, are built against the 
curving corner of the rear wall. Functional chairs 
combine chrome and red leather. 

(Turn to next page) 
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Two small circular murals are arranged on the 
rear wall at some distance from the center mural. 
During the holiday season these spaces featured 
an unusual decoration carried out with tubercu- 
losis seals and postage stamps. Bright holly 
sprays and berries fashioned of 1- and 2-cent 
stamps decorated one corner of the pale blue 
mural background. Blocks of 1’s and 2’s were 
also used on a large white envelope sketched in 
the center of either circle and inscribed with holi- 
day greetings. This was thrown into relief against 
a decorative background cemposed of sheets of 
tuberculosis seals. 


Honor roll 


On a front wall, the firm’s roll of honor is set 
into the cream concrete surface, its blue star and 
red border carried out in the same material. 

The design that appears on the company’s bags, 
a small globe in the center of light and dark 
diagonal fields, makes an interesting floor pattern. 
The circular red motif contrasts with a back- 
ground of cream and cream-and-black terrazzo. 

Rows of square lighting fixtures add to the 
decorative value of the cream ceiling and light the 
long reception room softly. 
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Refreshment Bar 
(From page 42) 


the many modern tables for four that border t 
refreshment area are well filled. Most of th 
tables have modern gray Formica tops and qj 
are supplied with large crystal ash trays. 

Soft rose drapes contribute to warm, inviting 
atmosphere at the broad windows looking out oy 
45th Street. Upper walls are soft yellow with 
lower third gray, and their cheerful appearany 
is furthered by the several large panels of glag 
bricks that are introduced. Red and rust are com. 
bined in the checkerboard asphalt tile floor, 


Social atmosphere 


Arrangement of the refreshment unit and ely) 
room in a common area, divided only by a two. 


foot gray partition, proves helpful in furthering | 


social atmosphere and contacts. Employees chat. 
ting at the bar at luncheon may decide to play a 
game of rummy in the club room, thereby becom. 
ing better acquainted. 

The club room is available for various group. 
employee social activities, and here the newh. 
organized Borden’s choral holds its rehearsals. 


Treatment of honor roll in Universal Atlas Cement Co. reception room 
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Size of law office is a big factor in decision as to alphabetic or numeric method 


What's Involved in Law Office Filing ? 


By Irene McFarland 


Co cial Invest 


* A LAWYER’S FILES are composed mainly 
of correspondence and “the papers”—those mys- 
terious documents usually unintelligible to lay- 
men, but representing the many legal processes 


and procedures which compose our judicial 
system. 


Forty or fifty years ago, these papers were 
kept in a series of wooden pigeon-holes or in 
cardboard boxes. The papers and letters were 
folded neatly, marked with a number, and stuffed 
into a pigeon-hole or box until it was full. When 
the case was closed, the papers were tied in a 
bundle with red tape, and “filed away” for pos- 
terity, for a lawyer has ne problems concerning 
retention and destruction of records. One never 
knows when one of these ancient documents may 
be required to prove title to property, to estab- 


lish heir-ship, or the like, sv they must be avail- 
able at any time. 


The letters written by the lawyer were typed 
in duplicating ink, and copied by a letter-press 
into a book of tissue sheets. Thus the papers were 
a pigeon-hole, tightly folded in four, and the 
February, 1947 


+ Trust, Inc., New York 


accompanying correspondence—part of it—was in 
a letter book. It was inconvenient, to say the least. 

Today, every law case, or “matter,” has its own 
file including correspondence, court papers, and 
other material, such as briefs, law notes, and 
various legal documents, al! classified by means of 
sub-folders. There are, of course, many different 
branches of law—estates, taxes, admiralty, cor- 
porate reorganizations, bankruptcies, to name 
only a few. Each branch has its own legal pro- 
cedures, and each file is set up to conform to the 
procedure required by that particular matter. 
Thus the details of law files vary, but the tech- 
nique of handling these details is the same for all. 

There is no one method of maintaining law 
files that can be called “best.” For instance, there 
are two schools of thought as to the superiority 
of the numeric or the alphabetic method, and 
many law file clerks change from one to the 
other with satisfaction. Simple alphabetic filing 
is entirely adequate for a small office, and requires 
less indexing than a numeric file. For a large 
firm with hundreds of active cases in many 


OFFICE MANAGEMENT AND EQUIPMENT 51 


ee ee a es ee ee se) ea Coane teers ; as — : 
me 6 rte ae: ee ee ae ae ee 
, : —_ 
“ = a ; a ‘ an 
oe o4 ee 
*: a aes : ou | 
= * 14 
r the 3 ~t. - Sa tae i 
f the 3 F s x a me 
id all . 4 P ¥ iba: ; : es Wt ) * 
q rs ; | é 7 » = € ee : 
a - ms — ap : : ‘ 
- pee be oF pe | 3 es F rr? 
4 \ = : ei ‘. ; a fA ; 
a " : ‘a i 
7 ” Zz aa } . . +, fy ner . 
Y =e “ey > — 
ie ee: Pe a3 ¢ “ & oe ae 7 aces 
. ame i : wae > — 9 _ 
’ |— a — .™ = i c 
ea se " . % gts gn : a bs: ee i 
+ ae Oe . = ” PE ee 
: i _— abs cs ae ey 
. Siege <_< eee , 
eS |< 
very, a 


branches of law, the numeric method has proved 
to be more flexible, though more time-consuming 
in the maintenance and use of the necessary index. 
Either method may be employed, however, with 
the client’s name as a basic control, so that all 
work for any client is kept tegether—a much more 
satisfactory scheme than simply adding each new 
file to all the others. (N.B.—It should be remem- 
bered that files expand as the case progresses, and 
new files should be placed in a file drawer only to 
two-thirds of its capacity.) 

Legal papers are very easy to classify, because 
every one has a definite heading or title, some- 
times both, and if these are read carefully, and 
filed accurately according to their prescribed 
classifications, the very nature of the different 
legal forms will be an aid in locating them without 
fumbling or delay. 

The law file clerk should guard against analyz- 
ing her files too closely. Ciassification beyond a 
certain point becomes a hindrance. Correspond- 
ence, for instance, should be kept intact in the 
correspondence folder and not split up into a num- 
ber of minor categories. It can readily be seen 
that letters are much more easily located when 
there is only one place in which to look. 


Special containers 


Legal papers require special containers. These 
may be either the open file pocket of varying 
expansions, or the “lawyer’s file pocket” with a 
flap and tie. The open pocket is easier to work 
with, because it need not be removed from the 
file drawer, and there is no flap to be tied and 
untied. On the other hand, papers, particularly 
small papers such as checks, are much safer in 
the file pocket, especially if the files circulate 
about the office. If the file pocket tie is made of 
half-inch cotton webbing it will not go into tight 
knots. 

For classifying papers, inner folders of ligh!- 
weight manila or red-rope stock are used. The 
red-rope folders will last indefinitely, and this is 
an important item in law files, since the files 
themselves are often kept for many years. 

For the filing of court papers and of briefs, 
press-board covers are desirable if the files are 
referred to often. In any case, both of these 
groups of papers should have covers, otherwise 
they will soon become dog-eared and soiled. 

Law filing should be carried on always with 
alert mind and keen attertion to the material 
handled. Ability to recognize the principal legal 
forms is a “must” for good service, since requests 
for specific documents are frequently made, and 
they must be produced without delay. The file 
clerk should know the “lingo” of law filing: the 
difference, for instance, between an “account” 
and an “accounting”; the various kinds of ’rec- 
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ord”; the many forms and uses of “memory, 
dum.” She should be observant, in order to noy 
the distinguishing details cf court papers. g, 
should possess curiosity of mind, which will imp 
her to discover what it is all about, for this is th, 
only way in which she will acquire the necessary, 
familiarity with her files and with the cases the 
represent—a familiarity essentia! both to efficiey 
filing and to effective service. 


ve 


Practical Systems 
(From page 38) 


short interval of confusion and antipathy, 4 
was natural under these circumstances, the cle. 
ical workers were skeptical where they were po 
actually antagonistic. When I explained, hoy. 
ever, that we needed their knowledge and exper. 
ence to design a practical system and that the; 
would get full credit for the value of the produ¢ 
which resulted, their cooperation was freely given, 
This, combined with the frank statement to aj 
levels of management that my work was to ery.) 
tallize the ideas already existing in the organi.” ~ 
tion, add the technical know-how and present th a 
result as a formalized plan of action tailor-maie 
to meet their specific needs, the success of the in. 
stallation became inevitable. 

Installations made on any other basis are like) 
to fall into the unsuccessful class even if they ar 
not entirely lacking in practicality. It is esse 
tial that every system meet the “Necessity, Sin 
plicity, Cost, Understanding. and Response” tes 
and this can only be assured through carefil 
scrutiny and discussion at the clerical level. 

This is the level at which the systems engineer 
uses the key to the method of practical system. 
It is here that he asks the “Why? What? Whe 
How? Where? When?” questions that comprik 
systems research. These questions are inescap 
able. Particularly “Why?” 

What is being done? Why? What shouldh 
done? 

Who is doing it? Why? Who should do it? 

How is it being done? Why? How shouldi 
be done? 

Where is it being done? Why? Where shoili 
it be done? 

When is it being done? Why? When shoili} | 
it be done? i 

The ubiquitous “Why?” is a powerful stimu 
to thought and action. So important do I co 
sider this little word that I have it framed atl 
hung as you see it in the accompanying illustt 
tion. (Page 38) 

Since our objective is practical solutions sib 
ject to a specific test, the rugged path of reseatt! 
is mandatory. 
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ermanent okrip teams up 
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these twin features of 
Efficiency! 


ack 
Nint 24 sivt St 


SHEAFFER'S 


Only Permanent SKRIP, successor to ink, offers you these 
“plus” features for greater office efficiency. For only 
SKRIP comes to you in desk-size bottles with the practical 
Top-Well ... in pint and quart-size bottles with the patented 
Flow Control Pour-Out. 


Designed to simplify pen refilling, the Top-Well allows 
users to refill without mess or fuss. Alert office managers 
provide a desk-size Top-Well bottle of SKRIP for every desk. 


Flow Control Pour-Out, another exclusive Sheaffer feature, 
enables you to refill ink stands and desk-size bottles without 
spatter or drip. Flow of fluid is under constant control 
from the moment the SKRIP bottle is tipped. 


Add to this, the lasting legibility of Sheaffer's Permanent 
SKRIP and you will readily understand why this modern 
business fluid is finding its way into more and more of the 
nation's progressive business offices. 


W. A. SHEAFFER PEN CO. 
Fort Madison, lowa 
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Purchasing Agents @ Office Buyers 


WW "YYW 
\ pa ele 


YOUR ATTENTION 


SAVE 


MONEY (Your duplicating 
costs can be minimized 
direct buying). 


TIME (Your procurement 
headaches can be relieved 
by purchasing from this one 
source of supply). 


LABOR (Your copy-repro- 
duction problems can 
solved by having your opera- 
~ a with quality mate- 
rial). 


RECORD CARBONS 


AND RIBBONS 
4 | A 


e@ Typewriter Ribbons 
e@ Typewriter Carbons 
e@ Secretarial Units 

@ Pencil Carbons 

@ Type and Platen 

@ Cleaner. 


A COMPLETE LINE 
OF SUPPLIES 


FLUID DUPLICATOR 
DIRECT PROCESS SUPPLIES 
= 


® Alco Ribbons 
© “ Carbons 
© “ Units 
> , 
© Stencils—Blue, White, : 
Yellow. — Heavy or 
light coated, ya 
© Guatie Rem GELATIN, 
© Stencil Typing Plates SUPPLIES 
© Stencil Inks ae ~~ 
® Correction Fluid © Gelatin Rolls 
© Stencilrun Papers © Gelatin Films 
© Writing Plates © Hecto Ribbons 
© Sufi © Hecto Carbons 
© Lettering Guides © Copyinx Hand Cleaner 
© Shading Screens © Original Master Paper 
© Copyscopes © Fastbrite (Coated) 
© Stencil Filing Cabinets copy papers 
® Recordrun papers 


Special Offer to Inquiries 
The many “processes” of duplication and the degree 
to which they may be employed prevent our making 
an offer without solicitation (from you). Let us 
know the process and extent of your duplication 
work and we will submit an offer that cannot be 
| equalled by any other supplier. 7 


COPY PAPERS Inc. 


700 WEST LAKE ST....CHICAGO 6, ILL. 


‘Do It Right with Copy brite” 


Offices in All Principal Cities 


_ you had better find out which one it is. It od 


A Mind for Management 6 


(From page 30) e 


an awful lot of difference.” 
With an independent mind and an experimey 
attitude, the complete analyst should possess 


_ enthusiastic spirit. He has gathered the facts 
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rearranged them for recommendation to the exy 
utive. He must now plan, prepare, and prege 
them to obtain favorable action. As you knoy § 
all converts spring from the intense belief of oy 
mind, and you must have noticed that what D 

a person usually above the average is this 
pressure of interest. 

The analyst should always remember that thi 
emotional quality does not mean evangelism, }, 
has no franchise on the truth aad no mission; 
revolutionize the organization. A judge of th 
Supreme Court of Massachusetts told me as a by 
that he was convinced that the good Lord neye 
intended men to agree. He had seen so often o 
the witness stand good, truthful observers jp ; 
position to see the same facis, and yet on opposit/ 
sides of the case. The truth is largely a matty 
of opinion. Too many analysts with a wide read 
ing in office management depreciate the fears and 
opinions of line supervisors who do not speak th 
vernacular. The analyst hes never any reason i 
be top lofty. 


Some depreciate their contribution 


On the other hand, there are those who depr 
ciate their contribution. They may have spe 
industrious hours working over all the facts an 
then they present them as if the executive kno 
all about them. The self-depreciator usual) 
manifests himself by jumping into the middle o 
the recommendations and working out in all di 
rections. A certain amount of egoism shoul 
be in all men, and society merely requires th 
it is not made too evident. 

In presenting facts for a decision, no one shou 
depend on inspiration alone. Convincing loi 
takes preparation, time, and labor. I remembé 
a farmer in Vermont who complained of a @ 
of wood just purchased. It was so loosely pil 
he said, that a dog could jump through it am 
where. Too many presentations are so loose th 
doubts could jump through them anywhere. Al 
this does not mean that reports must be long, 
that data must be well selected. Some of the bé 
reports I have ever seen were largely charts # 
tabulations connected with a little text. Remé 
ber that Voltaire once said that the secret of iy 
ing was to tell all. 

The principles of management are limitedy 
the minds which express them. Their applt 
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‘FiNo-¢-77/S*"can happen 
even in YOUR office! 


‘The permanent preventive and cure is the 


G/W “SAFEGUARD” FILING SYSTEM 


Today in thousands of offices, frenzied filing 
is a thing of the past. The “SAFEGUARD” 
System is the answer. Easy to install, easy to 
operate—it requires no special training; any- 
body can file and find accurately with less than 
five minutes explanation. Never again need 
you suffer the expense, embarrassment or just 
plain irritation of mistakes in filing, delays in 
finding important papers. 

For 1-, 2-,3-, and 4-drawer letter 
size files SAFEGUARD Outfits 


FIND-I-TIS* 


BOOK 
Find-i-tis, the 
amusing booklet 

cked with facts 3 
or easier filing. gti 
Send coupon. ¢ 


pootococscct ee 


‘Sice-sene oie aeeahetatal bieeeianaemane 


Globe Wi rnicke 


ILING EQUIPMENT AND SYSTEMS 


OFFICE MANAGEMENT AND EQUIPMENT 


come ready-packaged, complete with directions 
for installation and use. If you need a larger 
installation, or have special problems, your 
Globe-Wernicke dealer will gladly give you con- 
sultation service without charge or obligation. 

And to get complete satisfaction from your 


filing system, be sure to see the famous Globe 
Art Steel Filing Cabinets. They’re precision- 


built for feather-touch operation even when ¢ 


filled to capacity. These cabinets are increas- 
ingly available. Place your order now. 


The Globe-Wernicke Co. ‘ 
“Headquarters for Modern Office Engineering”’ 
Dept. OME 27, Norwood, Cincinnati 12, Ohio 


to accurate filing. 


Name 


Please send the famous Find-i-tis book showing the easy way 


Address 


City Zone__State. 


| Visible Record 
Office Furnitur 

— Bookcases : 

Stationers’ Supplies 
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LIFT the 
ee RFORMANCE 


OF YOUR ye ACA 
FILING \ Ayal 
SYSTEM 


a 


HER PLANE OF 
o e a 


Tue BIGGEST and busiest account is 
usually the most important . . . why not make 
it easy to find and file papers under that name? 
in city streets you find the most “Stop’’ and 
“Go’”’ signals where the heaviest traffic passes. 
Wabash Special Name Guides and Chronological 
Folders are the ‘‘Stop’’ and “Go” signals in a 
file. They contribute more to the smooth, efficient 
operation of a filing system than any other part 
of the index ... and incidentally, it’s one way 
to solve the individual folder shortage. Ask your 
Wabash Dealer about it. 
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tion is no more reasonable or effective than the 
administrator who interprets them in action, " 
good end may be ruined by a poor means, 

analyst can make a sound contribution to admig 
istration if he will tempez his techniques agj 
method with an understanding of human 

chology applied above and below his level of re 
sponsibility. In the long run his contributigy 
will be determined by his independence of thing 
ing, his experimental attitude toward his Work 
and his enthusiastic interest. 


Standards for Efficiency 


Excerpt from a speech by Brig. Gen. Donald 
assistant to the Chairman of the Executive Committee of 
American Standards Association before the National Confer. 
ence of Business Paper Editors. 

* THE American Standards Association jg 4 
federation of ninety-eight technical, trade, gop 
ernmental and consumer bodies, and about 2,00 
company members which is specifically designe} 
to see that the best industrial practice in any 
given field becomes as soon as practicable th 
accepted practice in that fie:d. 


For twenty-eight years it has provided the 
machinery by which the parties at interest in any 
given sector of the industry-seller-consumer reh. 
tionship can sensibly and democratically adjust 
their practices, nomenclature, measurement, 
tolerances, sizing, testing procedures, and almost 
any similar matter of mutual concern. 

It is virtually impossible to put a monetary 
value on cooperative effort cf this kind, which ha 
made it a matter that ceases to arouse wonde 
that a light bulb unscrewed from a lamp in Ne 
York can be screwed into a socket in Denver: 
that red lights always mean stop and green lights 
always mean go through this land of 130,000,000 
people; that most screws and bolts can be spei 
fied by number rather than by a precise thre 
page description, complete with drawing; or evel 
that we have made a fair start on knowing p 
cisely what the term “rayon” or the tem 
“shoddy” means. 


But it is perfectly within reach for any sud 
group of experienced observers as this to dream 
up its own figure of X billion which such 
sighted planning and calculation has added tot 
ultimate value of the country’s industrial pm 
duction. + 


It will be apparent to all of you that such 
addition to the value of output has been achievti 
at the expense of no one, and to the benefit? 
everyone. 

It has meant more goods at lower unit price 
There have been fewer lost motions, less wast 

(Continued on page 60) 
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onetary 


hich hag For busy America we offer this new creation by one of our country’s fore- 
Wwonde most designers. 

in Nev 
Denver The striking beauty—the fine straight grain of American Walnut combined 
n Tights with custom-built workmanship will enhance the beauty of any office. It 


000,000 : 
,e sped is truly the desk of tomorrow—here today! 


e tree 
Or evel 
ing pi 
1e PYT. 


. Write us for illustrated folder on the entire line of wood office accessories. 


Tables — Bookcases — Cabinets — Waste Baskets — etc. 


We manufacture special equipment and cabinet works from 
architects’ drawings and specifications. If you prefer we will 
submit drawings prepared by our own engineers to fit your 
most exacting needs. We install showrooms and offices anywhere 
in the United States. Consult us. 


Fw England Woodworking Co 


512 East 137th Street New York 54, N. Y. 
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copy for— 


HOUSE ORGANS + CHARTS + GRAPHS 
ADVERTISEMENTS * MOVIE TITLES 
BROADSIDES + FOLDERS + SIGNS 


ADHERES INSTANTLY 
No paste, wax or glue. Spe- 
cial adhesive bock makes 


Just place the letters in position on ,. 
your copy—they adhere themselves _ 
—and you have perfect reproduction 


each character adhere to your 


copy instantly. 


SUPERIMPOSE LETTERS 
ON PHOTOGRAPHS OR 
DRAWINGS 

The crystal clear transparent 
Presto-Type background en- 
ables you to set your type 
directly on photographs and 
illustrations. 


PERFECT ALIGNMENT 
Convenient guide lines and 


P 9 per- 
mit perfect and easy align- 
ment of characters. 


BLACK LETTERS FOR 
LIGHT BACKGROUNDS 
Opaque, black letters for 
white or light backgrounds. 


WHITE LETTERS FOR 
DARK BACKGROUNDS 
White letters for use on 
black or dark backgrounds. 


DIRECTIONAL 
ARROWS—+too! 
Small, medium and large 
crrows with white outlines. 


Has hundreds of uses! MAIL 
COUPON wags 
TODAY! c 
Address 
City & State 


67 West 44th Street 
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@ Snap up your reproduction copy for offset and vl 
ings this quick, economical way. Set your own headings 
from a large selection of beautiful type faces. 


@ Each transparent sheet of Presto-Type contains the 
alphabet, numerals and punctuation marks of one size 
and type face in sharp, opaque black or white that will 
reproduce perfectly. In preparing pa copy you simply 
cut the Presto-Type characters out of the transparent plastic 
sheet and place them in position on your copy. They 
adhere instantly—yet can easily be removed for resetting. 


@ Presto-Type is easily set in straight or curved lines, 
superimpo on photographs or artwork and used in 
countless other ways to give you good typography and 
low-cost reproduction copy. 


ONLY 75c per sheet 
Write for descriptive folder and type chart 


Se Se a Oy 


ARTHUR BROWN & BRO., 
67 West 44th Street 
New York 18, N. Y. 


Send me descriptive folder on Presto-type. 


OM&E-2-47 


-& BRO. 


i New York 18, N- Y. 
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he VICTOR RECORDEX — 
WITHHOLDING TAX COMPUTER 


Here, indexed visibly in one handy Recordex folder, 


comply with Government regulations currently in 


are wage amounts for 5 payroll periods (weekly, bi- effect. 

weekly, monthly, semi-monthly, and daily or miscel- R-20 LETTERSIZE RECORDEX—The regular Victor 
laneous.) Recordex is a handy grey pressboard folder for 
SEE DEDUCTIONS ATA GLANCE. Large, easy to office, home or school. Containing twenty 8x 5 


pockets with protected visible margins, it is ideal 
for payroll, personnel or similar records. 1" expan- 
sion linen gusset and !/3 cut center position tab. 


W-1820M RECORDEX—This popular “war casualty" 

. is back for your convenience—Same as R-20 but 
Tax Computer Card sets are available separately to with removable_ pockets and insertable metal tab 
replace obsolete deduction schedules. These figures guide. 


and here's another TIME SAVER! 


Victor 45 = 
BOOK VISIBLE |i 


All the advantages of a Victor Visible cabinet in compact book 
form. Adaptable to any type of business record. Transferrable 
pockets with transparent transloid protected !/," margins. Six 
sizes for 8 x 5, 6 x 4, and 5 x 3 cards and bound in pyroxylin 
coated luggage cloth. (Also available in metal.) 


read figures on color ruled cards insure speed and 
accuracy. Margins with wage amounts plainly visible 
are protected from soil and wear by transparent 
transloid tip. 


Ask your local stationer for Victor products. 


THE VICTOR SAFE & EQUIPMENT CO., INC. 


NORTH TONAWANDA NEW YORK 
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Standards for Efficiency 


(From page 56) 


material, lower retail prices, greater managerial 
efficiency, and more jobs because such planning 
has been done. 

What I want to emphasize, however, is that the 
undertaking is barely begun. 

At a time when such cost factors as labor and 
materials are peculiarly inflexible, we are not 
taking full advantage of the flexible cost factor, 
which is the factor of efficiency. 

The widest possible development and use of 
such well-understood tools of management as 
interchangeability of parts, standard components, 
precise units of length, weight, color, smell, and 
visibility are the very key to entrance on the Third 
Step of national progress. 

If you have a feeling that I am claiming too 
wide a potential for this marvelously flexible tool 
which we call standards, let me tell you only a 
few of the many projects now under way in this 
field, any one of which opens up a surprising hori- 
zon of saved time, saved money and saved 
material. 

There are over 25,000 items of office equipment 
and supplies commonly in use in this country. 
Office managers and purchasing agents must buy 
all or many of these items. Office staffs must use 


a €9F mou RUBBER COMPANY, 


them. Business machinery must be adapted ,) 
entering records on them and business 
from the president through the production ay 
accounting offices and down to the truck drive 
and office boy must be trained in their proper yg. 
Only within the past two months has a centpg), 
ized effort been undertaken to standardize mm 
simplify this enormous mass of business materjg, 
The National Office Management Association hy 
come to the American Standards Associatio, 
with an overall standards project which in jg 
ramification will reach into every branch of pp. 
duction, distribution, and managerial control, 


A dynamic undertaking 


The project is so vast that almost literally ; 
can be said it will never be finished. It will be, 
dynamic undertaking which henceforward will gy 
on in an effort to keep forms, records, machinery, 
and equipment in offices in whatever standardized 
form can be devised, consistent with changing 
conditions. 

To take another instance as far apart from the 
pratical consideration of the business office as 
conceivable, the Optical Society of America has 
also within recent weeks come to the American 
Standards Association with proposals for stand. 
ardization in the whole field of optics. 

This highly technical series of projects will ru 
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M and 
eF Use 
| 
Le and 
terial : 
on ha Illustrated here in this cross-section view 
: is the latest scientific inking principle. 
ciati Fresh ink travels by capillary action di- 
i . 
latio . rectly to the pen-point. 
In its This eliminates the large shallow dip- 
if pro. compartment which, as commonly used 
to feed pen-points, causes deterioration 
rol, and waste of ink. This new way, the 


last drop of ink in the container — as 
fresh as the first — is fed directly to 
the pen-point, and there is no waste. 


vit, New Capillary-Action Handi-Pen Desk Sets 
rin by Sengbusch 


anging}| +*° with new inking principle — new writing ease — new beauty that 
pleases everyone — 3 big sales-building features all in one standard line. 


om the! Here is a desk set with unsurpassed per- vidual writing styles. These points are irid- 
formance features, heretofore unknown in ium-tipped, too — for long life. The set 


e as 3 inverted-bottle type unit. It has the style, itself holds a long-lasting supply of fresh | : | 


ca has ency, simplicity, economy, cleanliness, ink — there is no waste or deterioration. a a a 

~ hwnd rthianapadiataiiaes 1 Put these outstanding performance fea- plied tn pleasheg tise-coler combinctions. 
stand Those who have used the new Handi- tures to work for you. Stock up with popular- Sets retail from $3.25 up. 

"| desk set call it the writing champion. They Priced Handi-pen desk sets, to take care of 

like the smooth, effortless, instantaneous writ- your regular customers and attract new 

‘ing with fresh ink—and the wide variety of . buyers. Reap the rewards of fast turnover Sengbusch Self-Closing Inkstand Co. 
pen-points that permits selection for indi- and large volume sales. 127 Sengbusch Bldg. © Milwaukee 3, Wisconsin 
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INTERCOMMUNICATION EQUIPMENT 


WHEN YOU'RE HERE 


0 ndlerol e Ge: Gather Information with 
Gwe FLEXIFONE! NO WAITING tor 
Operators . . . NO DIALS OR BUZZERSI 
Save Time, Money, Steps and Nerves! 
Executive decisions and production prob- 
lems swiftly, clearly carried to the key men 
in your organization to be executed and 
solved immediately. FLEXIFONE is quality 
engineered and built . . . modern and func- 
tional in design to meet your demand for 
a lightning-fast method of intercommuni- 
cation. Choice of several models with 
capacities up to twenty connections. Mail 
coupon today and let free 
folder show you how 
FLEXIFONE gives you 
Wings for Your Words. 

Also Mfgs. of Plant Broadcasters for music and voice paging. 


OPERADIo ee 
PR LEXI FONE ali 


N INTERCOMMUNICATION EQUIPMENT a 


ry. 1 February, 1947 OFFICE MANAGEMENT AND EQUIPMENT 61 


OPERADIO MFG. CO., DEPT. OM-2, ST. CHARLES, ILL. 
Please send free literature as checked: 

0 FLEXIFONE Inter icati 

O Plant Broadcasting 

O Make appointment to discuss our needs. 


Nome__ 
Address 
City___ 
State__ 
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TRADE MARK 


4B 


PURCHASERS 
LOOK FOR 

TMS 

~~ TRADE MARK 

WHEN THEY 

= WANT 

© QUALITY PENCILS 

—, AT NO 

“EXTRA COST 


at 


vn Genwral Aenctl Comporny O AGINIBERLY 3 


v9 GENERAL'S Canho Weld AIMBERLY W258 © 705 RED 


é& SEMI-HEX- ¥-5-4. 1105 RED 


€ 


Carbo Wh 


GENERAL'S 


uta GENERAL'S “Carte Welt” SEMI-HEX ©2498 -N22 


Withers I Sara Pitttida at (SEG * 


General Pencil Company 


| 67-73 FLEET stacer (Ce) JERSEY CITY 6N.J, 
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all the way from standard terminology, so that 
technicians may make themselves clear to each 
other, to the development of standard lenses, 
prisms, mirrors, mountings, and the like, so thas’ 
optical instruments may become in practice what 
they are in theory, precision devices. It will deal 
as well directly with the cye, brain and nerve 
mechanics (psycho-physics) of human vision, 


Between such diverse projects fall a whole field 


‘of endeavor now being carried on through the 


ASA machinery from matters of direct interest to 
the consumer, like the flammability of materials, 
to those covering the safety of industrial workers, 
like a recently completed standard on the allow- 
able safe concentration of trichloroethylene, 4 
common degreasing agent in use in factories, 


I could multiply indefinitely the examples of 
work being done by cooperative groups of pro 
ducers, sellers, workers and consumers through 
the machinery of the American Standards Asso. 
ciation, any one of which would immediately sug. 
gest to a group of this sort the savings in time 
and money which are inherent in properly devel- 
oped standards. 


A New Product 

The Reyam Plastic Products Co., 1525 East 53rd St, 
Chicago, maker of the Ruberlyk Plastic Foneholder, has 
announced a liquid plastic to be used as a finish for desks, 
chairs, office furniture including typewriters, files, safes, 
any metal or wooden surfaces. Also linoleum, rubber or 
wooden floors, painted walls, venetian blinds, etc. 

The product is called Reyam Plastic Finish and is easily 
and simply wiped on with a cloth. It flows out smooth as 
glass and dries to the touch in ten minutes and in six to 
eight hours dries hard, leaving a brilliant surface which 
the company says is long lasting and impervious to most 
alcohols, acids, atmospheric and climatic conditions. 

It retails for $1.95 for a pint can, enough to cover about 
200 square feet. 


Office Executives Meet 

Current high labor turnover resulting largely from a 
dearth of suitable job applicants and improper placement of 
personnel often results in increased office labor costs of from 
30 to 40 per cent, said Roy K. Wails, general office manager, 
Bridgeport Brass Co., Bridgeport, Conn., in a talk given at 
the January 15th meeting of the Office Executives Associa- 
tion of New York, Inc., New York Chapter, N.O.M.A. 

He pointed out that the cost of administering personnel 
programs is “very much in the air.” He estimated that in 
companies employing from 3,000 to 8,000 persons, a fairly 
comprehensive personnel program should absorb its own 
charges at a cost of around $50 per employee. 

While recommending “solid” job evaluation plans, he ex- 
plained that 90 per cent of the effectiveness of such plans 
results from wise administration. “Weak-kneed administra- 
tion or the absence of personal integrity on the part of those 
operating job evaluating programs can cost a company, 
whatever its size, thousands of dollars each year,” Mr. 
Walls said. He strongly recommended the hiring of train- 
ing technicians to “formalize office training programs.” 
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Sennison Srods 


IN OUR OFFICE 


~ ude 


‘ . = Tabs, Air Mail Labels in con- 
” venient pac’ ages, Address Labels, 
fi! and Gummed Reinforcements are 


just a few of the many Dennison 
products for which we have a daily 
need. I don’t see how any modern 
office can afford to be without these 
uv Dennison handy helpers.”’ 


No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 
procedure. Dennison Goods are cx sale at leading 
stationery counters everywhere. 
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Framingham, Massachusetts 
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{ential Stationery Supplies for HOME, SCHOOL, and OFFICS 


@ Nobody has to put up with typing 
rackei, typing shock or, worst of all, jangled 
nerves. A KIL-KLATTER Pad makes any type- 
writer really quiet. For KIL-KLATTER is 
resilient all-hair . . . an everlasting sound and shock 
absorber. Made of famous OZITE All-Hair 
Felt with treated top to keep 
machine legs from digging in, 
$100 and slip-proof bottom to prevent 
Pegs the machine from skidding. 
" ce Fits all typewriters and many 
ot Out, other business machines. 


OFFICE SUPPLY 
DEALER AMERICAN HAIR & FELT COMPANY 
in U.S.A. The Merchandise Mart, Chicago 54, Ml. 


KIL-KIATTER | 


THE SCIENTIFIC TYPEWRITER PAD © 


ipa: oaabeiacias 
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SIOLVED BY 


Folks in offices have been plagued for 
years by one of the biggest rackets known to business— 
the racket of banging file drawers. Now, thanks to 
Rock-a-File’s silent, side-opening compartments, filing 
can be as quiet as tying a shoelace. 

But quiet operation isn’t the only advantage of 
Rock-a-File over ordinary filing equipment. It has 
plenty more—up to 40% space saving, greater efficiency, 
easier and faster operation, greater safety. And every 
Rock-a-File feature means lower cost filing. 

Yes, Rock-a-File’s exclusive, revolutionary side-filing 
development—the first basic filing improvement since 
1893—brings every advantage you have ever wanted. 
Only Rock-a-File means truly modern filing. Get full 
details now—write for free circular and name of near- 
est dealer. 


Here’s How Rock-a-File Solves Filing Problems mm 


COMPLETE ACCESSIBILITY—Entire contents ac- 
cessible to two or more persons at once. All com- 
partments can remain open. 

TIME SAVING—Open compartments do not block 
access to others in cabinet. No waiting to get ot 
contents. 

LESS TIRING—Perfectly balanced compartments 
open and close effortlessly at finger touch. Fewer 
openings and closings. 

TOPPLE PROOF— Open compartments project only 
slightly—gravity center always within framework. 
ECONOMICAL—Supplies last longer. Folders slide 
in and out sideways. No more mutilated tabs, 
indexes, guides. 


A Nationally Advertised Product 


*Reg. U.S. Pat. Off. Pats. App. For 


ROCKWELL-BARNES COMPANY 


35 East Wacker Drive Chicago 1, Ill. 
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Educational Program 
(From page 33) 
Health, Appearance, and Personality 


This is a course designed to acquaint the mog 
ern girl with the limitless, timely, and practigg)| 


_ ideas concerning good health, a fine appearanes } 
_and a pleasing personality. Topics covered jp. 


clude the value of good posture, attractive persop. 
ality, dressing according to personality and indj. 
viduality, and the importance of proper health 
habits. 

Length of course: ten weeks—one meeting per 
week; class meets on Tuesday evenings and the 
course is available both semesters. Enrollment 
fee: $2. 


More from the Bulletin 


Refresher Mathematics 

For those who have studied arithmetic, algebra, 
and geometry but wish to review them this course 
offers direct and practical treatment of the im. 
portant phases of these three fields of mathe. 
matics in as brief and thorough a manner a 
possible. 

Length of course: ten weeks—one meeting per 
week; class meets on Tuesday evenings and this 
course is available either semester. Enrollment 
fee: $3.50. 


Trigonometry 

The fall semester covers the study of trigs 
nometric functions, or the relationship between 
the angle and sides of triangles, the use of trigo- 
nometric tables and the computation of side and 
angles of right and oblique triangles. 

The spring semester is a continuation of the 
subject and covers the solution of trigonometric 
problems of greater complexity. Also included is 
the study of logarithms to facilitate and shorten 
arithmetical calculations involving multiplication, 
division, extracting roots and cbtaining powers 
of numbers. 

Throughout both semesters emphasis is placel 
on the practical applications of trigonometry. 
Entrance requirements: arithmetic, algebra, and 
geometry or their equivalents. 

Length of course: two semesters—twenly 
weeks—one meeting per week. Class meets @ 
Thursday evenings. Enroliment fee: $3.50 pt 
semester. 

The last two courses mentioned are included 
in a group of subjects described as “Fundamental 
Courses” ; the other courses listed in this division 
are: slide rule, fundamentals of electricity, bust 
ness English and letter writing, Spanish, effective 

(Turn to page 66) 
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STURGIS STENO SWIVEL CHAIR No. 876-MY 


MOHAIR UPHOLSTERY 


ES, EVERYONE can now have perfect posture, the short, tall, stout and 
pe because Sturgis Posture Chairs for office workers help all four to 
ease into comfortable sitting posture. 

The Sturgis Posture Chair with its form fitting back support is quickly 
adjustable, without tools, to every type of figure. The back support is in- 
dependent of seat, without side braces to interfere with reach. Vertical 
and horizontal adjustments made easily and quickly. 


ts STEEL POSTURE CHAIRS = vesicnep AND BuiLT BY 


Sturgis Posture Choirs 

are sold only through 

authorized office equip- 
ment deolers. 


SPECIALISTS 


It’s here?! 


oa: « added. 


MANCHESTER, CONN. 


The RUBBER BAND the 
_ trade has been waiting for, 
‘4 with NATURAL RUBBER 


PENCER RUBBER PRODUCTS COMPANY 
<Mlamyfuilidrers of Quality Kubber Bandd 
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The “CROWN" line of 
daters and numberers 
have earned themselves 
the reputation as the 
Constructed 
nickel plated 


WILL” 


~ a 
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and deep moulded 
bands can truly be called 
“BUILDERS OF GOOD 


of 
steel 


rolls 


MARKING DEVICES 


for 


DOMESTIC & EXPORT 


Trade 


WE PRIDE OURSELVES ON MAINTAINING 
THE REPUTATION OF HAVING THE MOST 
“COMPLETE LINE" OF MERCHANDISE AT 


ALL TIMES. 


WRITE FOR NEW CATALOG TODAY. 


The "STAR" brand of 
daters and sumberers, 
An inexpensive but serv- 
iceable group of stamps 
possessing the same 
quality of workmanship 
as put into the most ex- 
pensive line of daters 
and numberers 


tt ee 
fpyuviy 


PS 2eb)0 = esd 


PASTSWAPT 


& COMPANY, Inc. 


80 DUANE‘ST. NEW YORK/7,N.Y. 
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_of the home, and maintaining the home. 


Educational Program 
(From page 64) 


speaking, personal finance, everyday economig 
introduction to psychology, applied psychology, 
and psychology in dealing with people. 

Under the heading of “Leisure Time and Px. 
sonal Interest Courses,” are listed ballroom dayy. 
ing, sewing, swimming, art metal work, Planning 
and construction of the home, interior decoratigy 


Vocational courses offered are: blueprint reag. 
ing (in two courses, one elementary and one mor 
advanced), comptometry, typewriting review, ani 
shorthand review. Standard first aid, and aq. 
vanced first aid are also included in the program, 
and the committee takes pains to impress the 
prospective student with the importance of thes | 
two subjects. 


Resume school activities 


The fall semester of 1946 marked the resump. 
tion of the school’s activilies, which were dis. 
continued through the war years because of the 
demands made on the plant and its personnel in 
the interests of increased production. A high 
production schedule for certain Western Electric 
lines still places school space within the plant a 
a premium, but in spite of this, enrollment in the 
evening school’s classes during the semester just 
past was 575 students, a figure that ranks with 
the enrollment of some public schools on the 
fringes of the metropolitan area of New York. 

However, the size of the school since the conclv- 
sion of the war doesn’t compare with enrollments 
of other years; for instance, in 1929, four years 
after the school commenced its activities, about 
10,000 students attended evening classes here, 
which was 30 percent of the plant’s personnel, and 
in the years leading up to World War II, the size 
of the student body stayed in the neighborhooi 
of 3,000. It is expected that enrollments will ir- 
crease correspondingly with the stabilization of 
such conditions as plant production and expal- 
sion, and the problem of adequate and convenient 
housing for employees. 

Honor students from accredited schools, publit 
school teachers at present employed in the area 
surrounding Kearny, and qualified employees of 
Western Electric form a reservoir of tutors which 
enables the school to give its students a high 
quality of instruction. But the right teacher for 
the job isn’t always immediately available, 
the educational committee prefers to cancel’ 
course rather than allow it to be conducted by# 
teacher with limited capabilities. 

L. A. Payne, principal of the evening schodl, 
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a TYPEWRITER. RIBBONS 
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re dis. | 
of the} Style, finish, and appearance are not the sum | 
mel in} total of a good office chair’s quality features. It 
Bs is the hidden values supplied by SENG Action 
oe | Controls which assure all-around customer satis- 
in the} faction. 
= 4 Take the WRITE Path 
’ 7 The SENG Action Controls on the office chairs i ; 
Yor | you buy provide these plus values: for better looking letters 
we @ BALANCED TILTING — Low Fulcrum pre- Because the letters you send out repre- Ky 
| vents danger of upsetting. 7) sent your company—you want them tof 
fe s ES E § look “tops”. That’s why so many of- 
: : . a a fices specify WRITE for Carbon Papers 
] a that give you clean copies, more copies |@ 
ne @ COMFORT — resulting from scientifically _. . WRITE for Typewriter Ribbons Mi 
hoa poerinaeae that wear longer, and produce clean, | 
vill in- @ LONG, Trouble-Free Service — minimum ¥ uniform, easy-to-read letters every time. - 
ion of wpe cape. *) Insist on WRITE for satisfied workers © 
ox pall- = ... better work. 
enient } FOR THESE REASONS, a wise buyer will insist Me ian 
upon SENG Chair Action Controls on every 5 Ask your dealer, or write us today 
i : for Free samples and attractive 
public} office chair he buys odien, 
Immediate Deliveries 
THE allt COMPANY WRITE @ 420 Lexington Ave. 
1450 N. Dayton Street + Chicago 22, Illinois imconeamateo “few York Taam. ¥. 
SENG QUALITY PROTECTS YOUR REPUTATION Ee TORY: Bri - 
y, 1940 February, 1947 OFFICE MANAGEMENT AND EQUIPMENT 67 
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Stocks of all Cesco loose leaf binders 
and business system forms are now com- 
plete and ready for speedy deliveries. 

There is no “ersatz” in any of these 
products — all are of the same high 
quality that has characterized our out- 
' put for nearly half a century — war or 
no war! You can use with confidence 
and assurance of complete satisfaction. 


Consult us first concerning your needs for: 
Post Binders * Ring Books * Prong Binders 
Visible Binders * Transfer Binders 
Catalog and Advertising Covers 
Loose Leaf Business System Forms 


Specialized catalogs on these lines 
are yours for the asking 


Write for details 


THE C. E. SHEPPARD CO. 


44-09 Twenty-First Street ¢ Long Island City 1, N. Y. 


ata 
NY 

Cesco 

| BUSINESS “Quipmsd” SYSTEMS 


is occupied for the most part in discharging the 
duties of this office, but besides this, he has charge 
of the club’s extensive library. The education) 


_committee is drawn from the various personj,| 
and training departments of Western Electrie¢. 


Mr. Payne says that there is no limit to the gyp. 


| jects which, at the will of 2 reasonable group of 


employees desiring to broaden their knowledge, 
the school can install. 

At a time when a period of economic yp. 
certainty appears to be in the offing, there cap 
be little doubt but that enrollment at the Wekearny 
Evening School will rise to a figure Surpassing 
that of any other period. Meanwhile, Wester 
Electric reaps the benefits of heightened morale 
which spring from this great employee activity, 


AMA Personnel Conference 
The Palmer House, Chicagc, will be the scene for the 
Mid-Winter Personnel Conference to be held February 24th 
through 26th. The conference is sponsored by the American 
Management Association. 
Because of the overflow crowd: that attended the eon. 


| ferences in other years, AMA is limiting the meeting tp 


those whose companies are members of the association, or 
who are themselves members of the association. 

Management leaders and technical authorities on indus- 
trial relations will address the meetings. Among the many 
vital issues to be discussed will be: What new labor legis- 
lation is coming?, How can management arbitrate effec- 
tively?, What’s happening in white-collar unionization?, How 
to meet effectively new collective bargaining issues?, How 
to check efficiency of personne! administration, and How 
are the human relations of business changing? 


Office Week in San Francisco 

A National Business Show will be held from February 
20th through 26th (except Sunday) at the Civic Auditorium 
in San Francisco. 


Dynamite and Grievances 

At the February 10th meeting of the Transcription 
Supervisors’ Association of New York, Miss Mabel Leslie, 
member of the Board of Mediation, New York State De- 
partment of Labor, talked on, There’s Dynamite in Ne- 
glected and Indifferently Handled Grievances, a talk which 
proved to be of great interest to the many supervisors 
who are daily faced with handling employee’s grievances. 

Members who attended the January meeting found a great 
deal of interest to them in the talk on the training functions 
of a supervisor, given by Richard Crow, training director 
of the U. S. Rubber Co. 

Mr. Crow emphasized the value of formal training pro- 
grams. He said that proper training techniques result ina 
reduction of unit costs, greater efficiency, improved huma 
relations, and a reduction in grievances. Formal training 
programs provide a basis for promotional up-grading, reduc 
labor turnover, standardize company practices, and weld al 
levels of management together. 


He pointed out that training by the supervisor improve 
employee-supervisor relations. With the aid of charts and 
poster-size illustrations, Mr. Crow described various tech 
niques of training. Sample job breakdowns and summaries 
of orientation programs were distributed to the audience 
show the detail which might be included in such trait 
ing aids. 
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The _ ee 
TEMPO FILM STENCIL 


@ It’s in a class by itself! Speeds production, 
turns out cleaner cut stencils, better copies. 
Preferred by operators. 


@ Tempo offers the most complete line of sten- 
cils (with and without film). 


TEMPO'S 500 HIGH SPEED INK 


Nothing like it on the market. Produces 
better, sharper copies on all kinds of paper. 
No slipsheeting on mimeo paper, less offset 
on bond. Dries so fast copies are ready 
to mail | to 3 minutes after printing. Solves 
the filing problem—not necessary to clean 
stencil. Speeds up poduction — cleaner 
to use. . 
If you have an ink problem—write us. We 
can help youl 


Write for catalog showing full line of 
Tempo Duplicating Supplies 


MILO HARDING CO. 


Dept. G 
432 West Pico Blvd. Los Angeles 15, Calif. 
317 Third Ave. Pittsburgh 22, Penn. 


BERNARD 


TRADE MARK REGISTERED 


Means quality in Stationery Tools 


Reputations are not made by fancy 
claims, nor built over night. Acceptance 
such as BERNARD enjoys is the result 
of top quality year after year. Today— 
as for generations—BERNARD means 
quality and dependability to the sta- 
tionery trade. 


‘ 


Loose Leaf Vacuum Punch No. 2600 
Standard Dies—1/8”, 3/16”, 1/4”. 
Light, strong, stationary stripper 
spring, duplexcontrol stops, nickel 
plated and polished, reach 1 1/16”, 


Works like a charm, 
without damaging paper. 
Fits all sizes of staples. 
Spring action, nickel 
plated and polished. 


“Triumph” Official Eyelet Punch 

No. 190 A precision-built tool. 

Twin spring action. Parallel 

jaws. Compound leverage. 

Adjustable gauge. Opens 

and strips quickly. Nickel 
plated and polished. 


These are only three of the many famous BERNARD 
stationery tools. Send for complete catalogue which gives 
all numbers, all details. Use coupon below. 


W™ SCHOLLHORN COMPANY 
“Quality Tools Since 1870” 


grew a_i, 


l Wm. Schollhorn Company, , 
, 3002 Chapel St., New Haven 9, Conn, 
Sirs: Please send me your catalo f stati 1 , 
, : y gue of stationery tools. 
I io istcocennhtimiieieutbbisenaekbaeaies 1 
I 
DS PN is abcd civics ds cscpeesnsiieeseastanseonesde 1 
I 
I GRE 0 65s ee saccviededinsovinsesbad yy Serre ! 
(Zone No.) | 
I My Wholesale Supplier 16.02. ccccccscccccccsescsese I 
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HARD TO FIND PLASTIC 
DRAWING ana RULING DEVICES 


Plus a complete line of other 


quality drawing, ruling and 
computing devices. 


SEND FOR NEW CATALOG 


RULERS = TRIANGLES = NAVIGATIONAL INSTRUMENTS + STENCILS + PROTRACTORS = Devices 
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Business Survey Report = } 
(From page 36) 


peak, and are definitely leveling off with a gis 
downward trend. 

It is too early to get general reaction ty q 
price reduction announcement of one large map | 
facturer. That action does support the ovininl LP 
of a large percentage of our reporters who i : 
the price swing is at, or near, the top and m 
stable markets are forecast for the imniediy 
future. ’ 

Decontrol of prices in Canada is expt 
bring some price increases but no runaway pric 
are indicated in our reports. 
Inventories 

Purchasing agents are giving closer attentiy 
to inventories since check-ups were made at ¢) 
end of the year. The uptrend has stopped ay 
indications are for lower stocks. Shortened 4; 
livery time, freer and steadier supply in may 
items are bringing about a better balance, Sy 
pluses are being disposed of as well as unsatis 
factory substitutes bought to protect producti 
schedules. The few reporting increased inyey 
tories attribute them to the earlier than schedule 
delivery of long term commitments. Many repo 
continuing studies will be made in an effort 
reduce inventory. 


a 
} 
F 


| 


| Change in buying policies 


Buying Policy 

In line with the lower inventory objective « 
industry there is a distinct change in buyim 
policies. In December, a commitment range d 
three to six months appeared to be the average 
In January 72% report a range of one to thre 
months with 50% in the two to three mont 
bracket. Most of those in the three to six monil 
range report the extended coverage is compel 
by the producers’ lead time required to fabrica 
and deliver. Some few have commitment 
throughout 1947. The widespread resistance ¢ 
purchasing agents to escalator clauses has hi 
its effect on buying policies. Many will covd 
ahead only on firm prices or on modified adjust 
ment agreements limiting any price increase 
providing reasonable cancellation terms. Thel# 
are indications that blank-check escalators a 
fast disappearing. More firm prices are beil 
quoted and for longer periods. Buyers operaiili 
on dollar appropriations or budgets have had 
curtail commitments because increased price] W 
since October have limited quantities that can] 9 
secured under authorized obligations. 
Specific Commodity Changes 
_ Practically all commodities have advanced ¢ 


i. 
“@ 
SS: f 
ral: “4 
> : 
ee 
i 
a | 
ee | 
a | 
ss | 
c, . ‘ Py | 
.. an : Os ae Bo oe 
| ee — oe ab 
‘i S24 aed 
; a - Improved with thicker, cleare: 
® erga meie ss  —aet 
oe Va WG plastic, true edges, round cor- 
‘i y, ao: ee — 
a : _ Made of sturdier plastic. Bevel: 
4 a me * Es ; an ig 
7 pa _ on working surfaces eliminate 
‘ a ‘ae . q > 44 
= bai ae 3 ae i a9 
. 4 Eos BM size of sturdy, clear non- 
ce . : a. _ inflammable plastic: No pro- 
ee ‘a ' : aN ie . : 1... | eA 
a oC: .. = 
: a : ae _ is a center finder, a ruler, | : 
mee = a right angle, and a compass. 
ie 5 ESS 7 a ee yy eee : 
» ae a GZ"? >LKovy ae nar” a 
oC GQYaggwv7 =X —  . ‘eee + — —. 
eres ; EZ ee es 3 
eee. ae “ie EY — = : as ‘ah 
—— i 2s _ — oe 
ita a ' as er : Sh co) ee 
.- 3 _ A popular seller. Has « 
- = ameay —C! cavivolents, equivalents 
. 1 ie x thy fe. ag 
oe ES | settings, and rule » h- tri 
ies es ae ates 
4 a | -—- PROTRACTORS 
i can ee ae ad . ae 
oe 4 i a =. 
oo 2 Complete line of circul 
— Ages F 
is be : 
i A 3 eA so 
2: < N 
ee Ka Te ‘ 
a Se (» 
ee —_—e 
i a 
Bae Gs 
aa —_ E: ‘ rs 
————— . 
gd 
A 70 eee February. 1 Febr 
ia a re Bi ye ee ee aos Te ee me -_ sa eee RE eset Ey 


& Sligh 


L to th 
© Man 


ii ie 
Vo fe -ol 
Zz 
id mo c ~ 
| 5. | 
y pric * 
e ay 
> 
ttentio / 3 
a cones gy 
a Mar enctts pe Z 
e. Su = —_ : | 
unsatig t Y ee 3 
ductid WE GIVE YOU S << : a 
inven SERVICE Xe | 
hedule ‘ V4, 
ee in FILING its Eoontial 
ffort P lus 


reais one and D Diss 


Quality 


A Complete Line Is Available | 
% COLORED PENCILS | 
% THICK LEAD 


% THIN LEAD CRAYON 
AND INDELIBLE: 


* COPYING AND 
MANY OTHER TYPES 


"“Tinkers to Evers to Chance”... 
one of baseball's rarest combin- 
ations. For years, they have ex- 
emplified the ultimate in team- 
work. Thinking of them makes one 
realize the interdependence of 


many things in life. We are na- 


turally most conscious of the re- 
lationship between a good file and 
good filing supplies. If they are 
both of top-notch quality, what a 
successful combination they make. 
Thus when Durability Filing Sup- 
plies team up with a good file, 
they automatically spell peak fil- 


* Try them at our expense. 
Send your name and ad- 
dress for FREE sample. 


ing efficiency. 


VERTICAL 
FILE GUIDES 


Established 1921 


‘C. L. BARKLEY & cu. ” 


pre] NATIONAL PENCIL COMPANY 
/@n"| 20 FIFTH AVENUE « NEW YORK, N. Y. 
SHELBYVILLE « TENN. 


f- Manufacturers of Filing Supplies 
1214-1222 W. Van Buren St. Chicago 7 
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SHE CAN'T WORK EFFICIENTLY 
WITHOUT A 


RUSH FYBRCLASS FRASED 


If you are tired of sending out smudged 
and messy letters to represent your firm—if 
you are appalled at the waste of stationery 
and office forms that go into the wastebasket 
—try this! 


Equip your entire office staff with Rush- 
Erasers. 


Hair-thin fibers pick up any kind of ink 
from any surface, including all types of 
Duplicator Masters,—quickly—with only a 
feather touch that doesn’t smudge carbon 
copies—instead of rubbing away the paper. 
Will not “gum up” the typewriter. 


Test them—without risking a cent. Every 
Rush-Eraser is guaranteed to satisfy, or we 
will refund the purchase price. 

And the handsome plastic holder—which 
fits the hand for precision erasing—is guar- 
anteed forever. Propels ... repels . . 
reloads in 15 seconds. 


RUSH-ERASER—50c 


Pkg. of 2 REFILLS—25c 


name with your order. 


THE ERASER CO., INC. 
SYRACUSE 2, N. Y. 


TEAR HER HAIR outs 


See your stationer first. If he 
cannot supply you, send us his 
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the extent of the increase iti freight rates, ogy 
than this, stee] and steel goods prices haye 
prominent in the advance column. In they 
ferrous field copper has heid at 1914c whily 
has advanced to a new all-time high of 
Glycerine fell off sharply but has not res 
enough to satisfy buyers. Real estate prices 
down—so are used cars. Some lumber prices} 
dropped from extreme decontrolled highs and i 
reported in greater supply. With more gpeqj 
grades available, lumber up-grading is op 
wane. Steel pipe and nails are still scaree ; 
higher — coal tar products higher — glags , 
cleaning compounds hard to get because of af 
ash shortage. Buyers report fractional] hy 
power motors, which have been an assem 
bottleneck for months, are now being schedy 
for 18 to 20 weeks in place of the former 30 tos 
weeks delivery. 
Employment 

Employment in December was reported on th 
increase and at the peak for 1946. The inerea; 
has tapered off perceptibly but total employme 
remains at the December high level. Many jobs 
both skilled and unskilled, are available throughf yyp€ 
out the United States and Canada. Many mort gps 
could be employed if materials were available fy 
expanded programs. There is very little comme 
this month on strikes. Several reported gener, x cA 
labor upsets are not looked for in their areas, Nee 


Filing Association Has Interesting Meeting 

The work of the New York Committee on Businey 
Records was discussed at the January 13th meeting of th 
Filing Association of New York, held in the Hotel Ne@ jw c 
Yorker. Dr. Shepard Clough of Columbia University w: ond 
the speaker. 

He pointed out that much material of historical value h 
been found buried in the records of business firms. Thagtic 
committee enlists the cooperation of business concerns ij. dis 
making their records accessible to historians who are doing ew *9 
research. 

Mrs. Alva R. Menzies had her collection of cartoons r perfors 
lating to filing matters at the meeting for all to see and enjoy 


for © 
1,500 Industry Executives to Meet there 
For Labor Relations Discussions pope 
A three-day conference of industrial executives] jo 
Chicago, February 24th through 26th, to assess cure 
trends and requirements in management-labor relations a 
personnel administration techniq:es, has been announced w 
by Alvin E. Dodd, president of the American Managemesg 
Association, 330 West 42nd St., New Yerk. ‘ 


Approximately 1,500 executives representing both la 
and small companies in all fields of business and industri 
activity will participate in discussions of the labor relation 
outlook, personnel activity in competitive operations, 
changing pattern of collective bargaining and _bargailil 
techniques, channels of employer-employee communicali 
the probable effect of new laber legislation, advancet 
personnel administration, and the human relations a 
of management. 

Guy B. Arthur, Jr., vice-president in charge of the 
personnel division, heads the committee which p 
meeting. 
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there are plenty of office 


jobs for DYUPLISTICKERS 


DUPLISTICKERS are saving time and money in offices and 
factories today. While they serve the same purpose 
as roll labels, Duplistickers’ gummed, perforated 
letter-size sheets are easier and quicker to fill in 
on the typewriter—as easy as typing on a letter-: 
head. And Duplistickers are a real economy .. . 
offering three-and-a-half times more stickers 
than roll labels! j 


FOR LETTER FILE INDEXING. Duplistickers are widely used 
for marking and indexing of tabs on letter-file 
folders, etc. Addressing is faster, and 


Duplistickers cost considerably less per 4 

thousand labels than other types of . 4. 

gummed labels. ar) 
ee 


SPEED DUPLICATE MAILINGS. 
; With one operation, it is pos- 
sible to do all the addressing 
required for two, three or four 
different mailings. Single 
mailings can be done more 
quickly too because thirty- 
three addresses can be typed 
with one insertion in the 
The famous paten- typewriter. Ideal for address- 
ted “Carbon Grip- ing envelopes, circulars, 
” in every box samples, catalogues, etc. 


ary, IMG Mbreary, 1947 


of Codo Super- 
Treated, Super Kote 
and Keen Rite. 


MANY OTHER USES for Du- 
plistickers in offices, factories, 
schools. Particularly conveni- 
ent and practical for address- 
ing heavy duplicate record 
cards of all kinds. 
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FIVE COLORS. Available in 
white, blue, pink, green, 
canary. Twenty-five perfor- 
ated gummed sheets in each 
Duplisticker package, with 
thirty-three 21/4,” x 1” stick- 
ers to a sheet—825 stickers 
in all. Retails at 50c, 
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ALL METAL 
COSTUMERS 


IMMEDIATE 
DELIVERY 


Model No. 50 
(Illustrated) 
“Revolv-lt" Top 


6 Hooks — Hat Hook 
Dia. 18” 


Also available 
Model No. 60 
“Revolv-it" Top 


8 Hooks —Hat Hook 
Dia. 24” 


Model No. 40 
4 Hooks 


Overall Height 71” 


P v noob 
Ytids 9206 
boqys od nao 
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mefal¢ rates s., available in 
Chrome, Light Bronzé’ and Darky-B oo Also, a choice 


of Burgu oY, Guinea ag FS aa Black Base with 
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Snyder with McMahon 
Carl Winfred Snyder, former director of the 


division of Lyon Metal Products, Inc., of Aurora and (i) / 


Carl Winfred Snyder 


wt BD 

cago Heights, Ill., has joined the siaff of the D. D. McMahd 

organization, of Dixon and Chicago, as industrial consulgy 
In addition to regular contributions to sales 


and public relations publications, he is also the author of 
book of published verses. 


AMA Production Series 
Three more valuable booklets have been added { 

the Production Series published by the American 
ment Association, 330 West 42nd St., New York. The ney 
offerings contain papers presented at the Production (Cy, 
ference of the association held at the Palmer House, (hj! 
cago, last November. 
The booklets are Cutting Tomorrow’s Costs, containing 
articles on planning and coordination, product researr 
product design, and process research; the Human Aspe: 
of Methods Improvement, with articles on the producto, 
conference technique, getting supervisors’ cooperation, free 
dom to manage, and a labor view; and Production Policies 


for Increased Output, which deals with over-all economif 
consideration, when machines should be replaced, incentives 
vs. measured day work, and incentive and work standarif 


grievances. 


Analysis of Vacation Plans 


A study and analysis of the vacation plans of a 
leading firms in the United States and Canada has 


that since the war the trend has been steadily toward liben-) 
ized vacation privileges for office and industrial worken) § 
The study was made by the Policyholders Service Burea| - 
Metropolitan Life Insurance Co., and the results have jus} ; 
been published in two reports entitled Vacations for h-) , 


dustrial Workers and Vacations for Office Workers. 
Designed to assist executives of the Metropolitan’s grow 
policyholder companies who are setting up new vacatim 
plans or revising old plans, the reports point out the i- 
creasing tendency of employers to regard vacations a: 
reward for work faithfully performed in the past, as wil 
as a period of rest and recuperation for the work that lij 
ahead. Covered by the reports are such points as: compall 
policies; types of plans; provisions of plans, such as leng® 


of vacation, service requirements, and methods of calcul} 


ing both the vacation pay and the minimum work requit 
ments during the preceding year; assignment of vacations ® 
individuals; and methods of announcing vacation plans # 
employees. 

The reports also cover a number of special points, all ¢ 
them designed to assist executives in setting up fair a 
eqttitable vacation plans for all employees as part of a lont 
rafige- personnel relations program. 

jes of these reports are available to executives W 
- them on their business stationery. Address: 
s Service Bureau, Metropolitan Life Insuraté 

m Ave., New York. 
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FAVORITE OF: 
architects 
engineers 
draftsmen 
artists 
students 


BUY the NEW 


drafting pencil 
that 
WON'T BREAK LEADS 


The Exvasticnuck PENCIL 
is a highly polished, stream- 
lined instrument that holds 
full-length drafting leads of 
all degrees of hardness, and 
colors. 

A rubber chuck inside the 
nose grips the lead and “cush- 
ions” it when pencil is tight- 
ened preventing unnecessary 
lead-breakage and slippage! 

The hardened, knurled, 
steel nose cannot be damaged 
when sharpening leads against 
a file or sandpaper pad. 

The barrel is tapered for 
— balance — a roll-stop 

utton prevents pencil from 


rolling off inclined surfaces. 


An indexed tip identifies the 
lead in the pencil. 
Single-end Elastichuck 
Pencils sell for $1.25; Double- 
end, $1.75. They are being ad- 
vertised nationally to drafts- 
men, architects, engineers, 
artists, students and others. 
Elastichuck Pencils are avail- 
able for immediate delivery. 


Manufactured by Winslow 
Product Engineering Corp., 5721 
Avalon Bivd., Los Angeles 11, 
Calif. Write for catalog or con- 
tact your nearest distributor: 


ELASTICHUCK DISTRIBUTORS: 
Dietzgen Co.; The Frederick Post Co.; Dieterich- 

Post Co.; The A. Lietz Co.; Salt Lake City Blueprint & 
Supply Co.; A. Owen Holliday; David White Co.; Craig 
Movie Supply Co. 
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ELASTICHUCK 
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SAVE MONEY BY SAVING TIME— SAVE 
TIME BY ELIMINATING WASTE MOTION 


GET. WATTS GOV'T APPROVED 


WITHHOLDING STATEMENTS 


onl 4 Tasos 


oa. 


With a Watts Snap-Apart Style W-2 Form you save 20 
to 40°, of your typists’ time. Eliminate the tedious, time- 
consuming task of collating 4 or more Forms with 3 or 
more carbons. Eliminate repetitious typing of the em- 
ployer's name, address and S.S. number on each set of 
forms. Use Watts Snap-Apart Style W-2 Withholding 
Statements which come already imprinted with employer's 
name, address and S.S. number and are interleaved with 
carbons. Just one typing operation, then snap out all the 
carbon copies and you have: 2 copies for employee, | 
copy for Government, | copy for your files (and fifth copy 
is available for State & City returns if required). 


EXCLUSIVE WATTS FEATURES 
e Employee's two copies are held together by special stub 
e Important information and instructions are printed in red 


e Watts opaque specially designed window envelopes — 
marked "Strictly Confidential" and printed corner card 
ore also available at low cost 


1946 W-2's are still available for immediate delivery. 


NO INCREASE IN PRICES 
Regular 4-Part Sets 


ost Per M 
100 sets $9.10 1000 sets @ $23.00 
300 sets 13.35 3000 sets 19.10 
600 sets 18.10 17.50 
800 sets 20.80 10000 sets 16.00 


Larger quantities — lower prices 


STATIONERS: WRITE TODAY FOR TRADE 
DISCOUNT, SAMPLES AND DIRECT-MAIL 
LITERATURE FOR CIRCULARIZING YOUR 
CUSTOMERS. 


A FREE SAMPLE 
WILL CONVINCE YOU! 
SEND FOR YOURS 
TODAY! 


WATTS 


Boe 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 
216-8 William Street, New York 7, N. Y. 


SINCE 1897 , 
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Chances and Appointments at McBee 
| H. C. Davis, general sales manager of the McBee (,, 
295 Madison Ave., New York, recently announced that 4, 
firm has established a new southwestern division Whig, 
covers Texas, New Mexico, Oklahoma, Arkansas, Louis; 
Mississippi, and western Tennessee. Headquarters for th 
new division are in Dallas. 


GRIPPIT is accepted and used as the 1, ly McBee manager in Indi 
standard Non-Inflammable Paper Cement + ee eee pe Ppt, 


thy qrect industtel Roms whe buy exly efter | the head of the new division. Mr. Abel joined the company 
Gemeedh tein te thelr own teberatesies. | in 1934 as a member of the sales department in Athens, hj, 
Non-Wrinkling, Detachable. Excess rubs 


off. Needed on every desk and drawing, 
board. 


Companion products needed in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all busi 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 


entirely. 


J.D. Abel Robert N.Edget | Jy 


After a few months there, he was transferred to the field 
representing the company in Wheeling, W. Va. Two yeas 
later he was promoted to manager of the Indianapolis offic 


All three products are where he was located until his recent appointment. His 
pn aging ype ae dane nace duties will include the selection, taining, and supervision of 
GRIPPIT. dinend doting, salesmen in the key cities of the states in the division, 


Robert N. Edgett succeeds Mr. Abel as manager in the 
Indianapolis office. He was formerly assistant manager of 
the Detroit office. 

D. R. Zenner, vice-president of the company, has a. 
nounced that J. E. Wade has been appointed superintendent 
hy of mechanical operations in the company’s main plant in 
Athens, Ohio. 


WRITE FOR SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 
403 RIVER ST.,- HAVERHILL, MASS. 


Used for. . | Erie Art Metal Change 
FILE FOLDERS M. C. Werner, secretary of the Erie Art Metal Co, Ni 
UTILITY LABELS Inc., Erie, Pa., has announced that James Armington, for 
ADDRESSING. many years the New England representative of the com- 
pany, has given up the Dan Dee lines as of January Ist, and Alt 
MAILING LISTS that John B. Dwyer, 10 Post Office Sq., Boston, has been 
& MANY OTHER = appointed to represent the line. 
PURPOSES.’ In his many long yeears of service Mr. Armington has be- 

' | come well known to the trade. The present move arises out 
of his desire to reduce his work gradually. Mr. Dwyer wil 
show the complete Dan Dee line in his showrooms. 


/ | NOMA Annual Exhibit Announced 
The National Office Manegement Association, 211 
Lincoln-Likerty Bldg., Philadelphia, has announced that its 
28th annual international conference and office equipment 
- ; exhibit will be held from May 25th through 28th in th 
Delius | Cincinnati Music Hall, Cincinnati, Ohio. Aie 

ATTRACTIVELY PACKED WHITE * BUFF. Production planning will be the theme for this year’s con- 
IN REROLL DISPENSING ference. Those attending the show will not only be able to 
BOX AND DISPLAY CARTON 0 RANG E see the latest in equipment, but will have the advantage o 


STN CRUE SEL 


ints dibae Eo10k a CHERR Y: attending worthwhile technical conference sessions. 
WRITE FOR INFORMATION! Regal eget Correction me 
CANARY On page 7 of our Decembez issue appeared an adver As 


iMANEL X tisement for the Amberg File & Index Co., 1602 Duane Blvd, 
Kankakee, IIl., in which was described the firm’s new Am- 
file Album. The company advises Orrice Manacement & 
The J. L. MAY COMPA NY Equtpmenr that the price of the album should have beet 
quoted at $2.95, not $1.95, as appeared in the advertisement 

TAGS* LABELS AND DIE CUT SPECIALTIES The album referred to has acetate mounts, and strong 


111 W. 19th ST. - NEW YORK 11, N.Y. plastic binding rings. The cover looks like leather. 


OFFICE MANAGEMENT AND EQUIPMENT February, 19 
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| |Tubular Edge insertable 
- INDEX TABBING 


‘<=! AICO-GRIP_ is 


the strongest tabbing 
has be- Heavier gauge cellulose 
rises out erack or warp. 
ryer will 


More convenient to use 
More durable in action. 
Individually wrapped in 


al! Nog Colorful Package 


available. 
-«. will not 


and apply. 


Cellophane. 


"= The original tubular edge tabbing, 

aie making it possible to insert titles 

es" quickly and easily. 

F Aico Products sold only through stationers. 
s con 

e able to DISTRIBUTED IN EASTERN STATES BY 


97 READE ST., NEW YORK 13 


AIGNER INDEX CO. 


n ode New Permanent Sales Room, Elmer Krumwiede and 


Associates, 336 S. Jefferson St. Chicago 6, II. 


oy PRODUCTS 
Gl Hhigner Company 


AICO GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS 
CELLULOSE SPECIALTIES 
PROTECTIVE HOLDERS 


503 S. JEFFERSON “ST., CHICA 


INDEX TABBING 
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NO MATTER 
HOW MUCH | 
THEY PILE UP 


Where Do You Store 
Your Time Cards? 


Here at last is a practical way to file them—and both 
State and Federal regulations say you must keep them. 
Fyl-A-Kard trays are the perfect answer. 


Fyl-A-Kard Trays keep cards sepa- 
rated by sections or divisions. Can 
be fitted into a permanent file 
drawer, stacked on shelves or used 
as <n active open file. Can be used 
for time cards, job tickets, repair 
orders, etc. Satisfaction guaranteed. 


PORTABLE! 
REMOVABLE! 
PERMANENT! 
ADJUSTABLE! 
ALL STEEL 
CONSTRUCTION! 


Specifications: Depth: 454”—-Width: 11 15/16”, Length: 2374”—Shipping 
Weight: 10 lbs. Color—standard green. 


Price (SUBJECT TO CHANGE). Model 3—$7.75 per eg Holds 
approx. 4,500 cards 3” to 3 13/16” wide or 3,000 cards 4” to 5%,” wide, 
Model 3A—$8.15 per tray. Holds approx. 6,000 cards up to 27%,” wide, 
Order From Your Dealer or Write Direct 
IMMEDIATE DELIVERY 


FYL-A-KARD MANUFACTURING CO. 
1327 W. Girard Ave., Phila. 23, Pa. 


a — poll \ 
= } a a i. ae P= re | . 
7 i - i al i 7 
uisi - oc: 4 ee se Oe Tag oe 
hh es ILS <= 
an me Ye = bi : > hi. : ea te oo 
Polis, js me > is $ 
— y / p : ~ 7?” ¥ 
y J Y | ~ lef 
f is 
™, 
, Fg t 
i: = = 4 . 
1S olfice : 
nt. His mem It’s the 
vision of a, hd Original . 
ion, : eae SA yy a : 
rager of is f. 2 ips 6 el i. | ae 2 ae i : ba é 
= | | siligs eis As — | 
ntendent hi { : b> cae 7 - sk “i a ad m1 
te 
° ay 
J/g 
» ! | 
OC) ES - | 
antage ol 
a ee 
ne Blvd, § 
ew Am- § |) 
emest & Ff) 9 
a 060CUCUCOCtCC 
ERE SERRE oy REO 
0 ee 


Cram offers a comprehensive line of 


MAPS FOR BUSINESS USE 


Including: 
State, County Outline Maps 
State, County, Town Maps 
Trading Area Maps 
Sectional Maps of U. S. 


Small Open or Large Detailed Maps 
Multi-Urit Map Systems 
Washable Surface Maps 
Business Men's Atlas of U. S. 
—and other sales data aids 


Write for new illustrated price list 
Address Dept. OME-2 


THE GEORGE F. CRAM CO.., INC. 
730 E. Washington St., Indianapolis 7, Ind. 


New York City Representative 
George S. Heineman, 230 Fifth Ave. 


Times have changed but “ARTGUM” 
still comes to you UNCHANGED IN 
QUALITY, unaffected even by wartime 
shortages and production difficulties. 


There is no substitute for ““ARTGUM”’ — 
the surface cleaner with a light touch. 


Insist on the original and standard 


THE ROSENTHAL CO. 


45 EAST 17th STREET, NEW YORK 3, N. Y. 
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First of a Series 
The C. E. Sheppard Co., 4401 21st St., Long Island City, 

N. Y., has just released the first of a new series of catalogy, 
designed to bring their full line of record keeping equip. 
ment up to date. The new catalogue shows an expanded ». 
lection of modernized housing equipment. New 
grades, and prices have been added, both in the econom; 
and quality fields. 

The company is emphasizing its ability to make imm. 
diate shipments of standard items from stock. This is thy 
result of increased manufacturing. 


Systems and Procedures to Meet 

The installation of systems, including training the gy. 
pervisor and personnel to operate the new system, will 
the subject of the March 4th meeting of the Systems anj 
Procedures Association, New York City Chapter, to be helj 
at the Advertising Club. 

Irving Bottner, Lewyt Corp., will be chairman of th 
panel. Other members of the panel include Robert W, p 
Morse, Dime Savings Bank of Brooklyn; Alfred Rodmez. 
UCO Food Corp., and Marcus R. Siade, Hyatt Bearings Diy. 
General Motors Corp. 


Magic Mirror Available to Offices 

The ingenious “magic mirror” developed for wartime 
radar equipment is now available for installation in offices 
according to the Acre-Lite Co., Los Angeles, its makers. 


One side of the mirror acts as a mirror, while the other | 


side acts as a plain glass which can be looked through. 

Typical of its many uses is where a supervisor in a pri- 
vate office wishes to see if an employee is at her desk. The 
supervisor can look out through the glass, but to the en- 
ployees on the outside, the glass is a mirror, so that they 
cannot look into the supervisor’s office. 


HEYER CJusard 
y a 


4 ig 


ge 


© 
Always Make Good Impressions 


Rich blacks and brilliant colors are available 
for all stencil duplicators. Heyer Inks are cor- 
rectly made to meet viscosities required for each 
particular model.* Because they deliver top per- 
formance, the public demands them. ; 


SATISFIES 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 
901 WEST JACKSON BLVD., 


CHICAGO, ILL.” 
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KEEPING STENOGRAPHERS HAPPY 
FOR 26 YEARS 


Use Clarotype for clean, sharp end impres- 
sive looking correspondence. Expert stenog- 
rophers prefer Clarotype because it 
dissolves all the dirt and ink on 
typewriter type—without spatter- 
ing—saves time, and is non- 
inflammable. Economical, too. 
A 50¢ bottle lasts for months. 


ORDER FROM YOUR STATIONER 
OR TYPEWRITER SUPPLY DEALER 


Rope ‘Em Cowboy! 


Roping a wild bear is as ticklish a job as some 
of the problems we meet in business. You’ve got 
to be quick, resourceful and have close cooper- 
ation. We’ve always achieved the greatest bene- 
fits for our customers by working closely with 
them, resulting in greater efficiency and lower 
costs. Call us and corral the extra benefits. 


CARDINAL SALES, Inc. 
JAMES H. HICKEY, Mgr. 


Sole Distributor for Anderson-Hickey Co. 


5631 W. Madison St., Chicago 44, Ill. 


Pinay it 


Brings “copy” close to 
EYES (short-hand book, 
work sheets and other ma- 
terial from which a 
Stenographer-Typist tran- 
scri Hence improves 
visibility. 

RESULT: Saves EYES, 
EFFORT, ERRORS, BACK- 
ACHE and up to 


50% 
IN TYPING TIME! 


Instantly set up behind 
any Typewriter, can readily 
be moved from one desk 
to another, holds work 
sheets up to 36” wide. 


10-DAY FREE TRIAL 


Copy-RIGHT MFG. Corporation 
53 Park Place, Dept. A4, New York 7, N. Y. 


O Id like to try a Copy-RIGHT without obligation. 
1) Send illustrated Catalog. 


a ee ee ee Coecccccccceccene ' 
(Attach Letter Head Please) | 
errs tt CQHh#pmnoanunnunaeneé® 4 
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TOUGH LEAD 


MOON 


Standard in large corporations— 
where they know how to buy. 


COPYING PENCILS 


THEY RESIST HEAT 
—WILL NOT BECOME 
SOFT AND SOIL HANDS 


a J. S. STAEDTLER, INC. 
53-55 Worth St., New York City 


tHe Kedi- Kecord scrap Book 


Sheets Taken Out and Inserted in a: Flash. 
No Posts — Strings nor Rings. Unique Fastening Device — 
Ample Expansion. Instant Eye Appeal. 
Extra Heavy Board — Front and Back Fly Leaves. 
Books Equipped with 50 Leaves. 
THE POPULAR LINE THE DE-LUXE LINE 
Binding of Gantt Grant Leather Binding of a strong reinforced 


y P Pig Grain Leather 
Color; BROWN Two to a Box. Not Stamped — Boxed Individually 
12x12 


Available in sizes: 1Sxl2 17x14 24x18 


Redi- Kecord Products Co. 
251 FIFTH AVENUE NEW YORK 16, N. Y. 


Complete line of desk pads, photo albums, scrap books, 
work-classifier and ind-x-card visible. 


OFFICE MANAGEMENT AND EQUIPMENT 


Pamphlet on Conciliation Service 

A pamphlet describing the work of the U. S. Con. 
ciliation Service, and sponsored by the Service’s Labor. 
Management Committee, of the Department of Labor, is 
available. The pamphlet should be of value to employees 
and union representatives alike. 

Those wishing copies of this pamphlet should write 
Wiiiam B. Sma, Chief, Magazine Service Section, at the 
Department of Labor, Office of the Secretary, Washing. 
ton, D. C. 


Remodeling Their Offices 

Evan M. Frankel, president of Ross Frankel, Inc., 499 
West 27th St., New York, has announced his organization 
has been awarded the contract for remodeling and decorat. 
ing the new offices of the Frankfort Distillers Corp., at % 
Rockefeller Plaza, N. Y. 


Purchasing Agent Dies 
John Dickerson Elliott, purchasing agent for George 
P. Wagner Associates, 61 Broadway, New York, died recently, 
He was 43 years old. 
Mr. Elliott is survived by his wife, his mother, and 
a sister. 


Color Conditioning for Industry 

A new 32-page booklet illustrating and describing 
years of research and practical experience in the use of 
color in industry to increase production, and improve work- 
ing conditions, has been published by E. I. duPont deNemours 
& Co., Inc. The booklet, called duPont Color Conditioning 
for Industry, is illustrated in full color. The safety color 
code for industry is a feature of the booklet. 

Copies are available from the Finishes Division, Dept. M 

Wilmington 98, Del. - 
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Ace has always built but one kind of stapling equipment .. 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


ACE SCOUT 


A durable, long- 
life stapler. 
Staples, pins and 
tacks. Guaranteed 
for five years. 


ACE CLIPPER 
One of ACE’S finest 
models. Light weight, 
easy action. Precision 
engineered from finest 
steel. 


ACELINER 


Most beautiful and effi- 
cient stapler ever built. 
It staples, pins, tacks 
and hand fastens. 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + 
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hs Cfraffco products are in- 


creasingly important to 


Mt dealers who carry the best 
tion in office supplies. Graffco 
oa signals and maptacks never 
t 50 forget. A reminder to check 
| your stock. 
GEORGE B. GRAFF 
COMPANY 

orge 54 Washburn Avenue 
ntly. Cambridge 40, Mass. 


YOUR 
Dater Business 
should be 
Our Business 


capable N. 1% 
ww -s ris but 


one of a wal ies ——— bay = 
you can 
several week: 


Write for information about this, 

and our other daters, a 

stamp pads, office printing outfits 
a clean, qiuck-stepping line. 


FULTON 
Aaryé. 


.% 


Felten te 


4 FULTON SPECIALTY a 


200 FIFTH AV.. NEW VORK CITY 10.N.Y. 
FACTORY AT ELIZABETH 1. NLU. 


amenicn’s R 
LEADING 


(C) _) 
a | CS) eae 


ARMA GEM CLIPS OFFICES ~RMA NO-SLIP CLIPS 


ARMA SNAGPROOF 
; léeal for Curted Ends 


Cm WIH Met 


»D) —— 
ARMA TAG WIRE 


Use on 
Flims, Fabrics 
Uthographs, ete. 


PER 

S finest 

weight, || ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
vinen LY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 

re 1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 

mfimet |} CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


PITTSBURGH CUT WIRE CO. 


1112-20 Galveston Ave. Pittsburgh (12) Pa. 
February, 1947 


MACO ““PRESS-T0-STIK” LABELS 


The Label Which Meets Unusually Difficult Labeling Problems 


Requircs no moistening — merely pressure to apply. Can 
be quickly affixed and removed without marring surfaces. 
Adaptable for hand marking, typewriting or marking machines. 


For use on surfaces made of:— 


PLASTICS SMOOTH LEATHER 
CELLOPHANE SILVERWARE 
GLASSWARE EENAMELWARE 
POTTERY JEWELRY 

CHINA TIN, METAL, ETC. 


ALL CLEAN, DRY, SMOOTH SURFACES 


Available Plain or Printed to Order — ‘in rolls, perforated strips. 
straight or die cut —in various shapes and sizes. 

paar ees | Stocked in white, with printed blue borders, 

1M labels to roll, individually packed in 

a glassine bag and attractive box. 


| No. Size 
TE. ccccccosssses SQ 
ewe | CS 
Mt eececécecescs EE. 
| 4L eeeeeeeeeeeee 3/4 in. xX 1 in. 
| 


SAMPLES SENT UPON REQUEST 


THE J. L. MAY COMPANY 


TAGS e LABELS * TICKETS 
111 W. 19th STREET © WAtkins 9-0357 ¢ NEW YORK 11, WN. Y. 


OFFICE MANAGEMENT AND EQUIPMENT 


“on- i 3 7 ) , "9 ¢ WY & a 
, is a - ¥ 
yes — a | & 
ae , ~~~ 

S 4 2 = ~ a 

ee | > om | | 

oars 
i “2 _ J } Se i. . : oY a 

a wae. 4 y Weald 

-) ie sail JS tary 18 

Wis. ww cgi 4, 9 PURRRRBRRe, 
a : : ei a dena 
ae ee CU 
ours jon ii PB 
color ff i a re Ss I G N A L S ei | 
¥ Peete... “APTACKs | 
a) ANI es | | 
aa GEM PAPER CLIPS ee | 
fact. en sahiiabilidieicateitiiatiinen : 
| Se ) 

, 1947 81 
i OE EE eee ee ae ee: 


Investigate This New 
Speedy Calculating Method! 


Delbridyge 


CALCULATING 
CHARTS 


1. Guarantee the accuracy of your figures. 
2. Do your calculating in a fraction of the time now 
required. 


3. Will equip inexperienced help to figure with speed 
and controlled accuracy. 


4. Will eliminate the distracting noise of machine 
calculation. 


5. Will eliminate delays for machine repairs. 
7 
Phone or Visit Your Supply or Equipment 
Dealer — Today 


DELBRIDGE CALCULATING SYSTEMS, INC. 
2502-10 Sutton Ave. St. Louis 17, Mo. 


| 


The PARVA-GRAPH—8 tools in one—is a combina- 
tion Square, Protractor, Right Triangle, Ruler, Compass, 
French Curve, Mitre, Scribing Tool and Divider. Of 
tough, transparent plastic, it bends without breaking. 


© ARCHITECTS © ENGINEERS 
For © ARTISTS © HOME CRAFTSMEN 

© CARPENTERS © MECHANICS 

© DRAFTSMEN © STUDENTS 


Jobber inquiries invited 


PARVA PRODUCTS COMPANY 


WEST HAVEN, CONNECTICUT 


WANT-AD OPPORTUNITIES 


Rates are 10c a word. Minimum charge $2.00. Payahk 
in advance. Address replies to all Box Number ads ¢/o 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Ave, 
New York 1, N. Y. 


Lines Wanted 


EXPORT REPRESENTATIVES with world ony A _—— desire to rep. 
resent manufacturers interested in Export. GT-5 


CALCUTTA, INDIA—Well established firm desires representation for 
Caleutta for the Manufacturers and Sole Exporters of Papers — 
varieties, Paperboards, Fountain Pens, Printing Inks, Steel Office Pyppj- 
ture, Pencils and others Stationery Goods. References: Guarantee Tryst 
Company of New York, Broadway, New York and Chartered Bank of 
India, Australia & China, New York, N. Y. Please write with fyy 
details to THE RELIANCE COMMERCIAL AGENCY, 92 Harrison 
Road, Caleutta, India. 


AM INTERESTED in agency for office machines. Write Facon, 6g 
Boulevard de Waterloo, Bruxelles, Belgium. 


For Sale or to Buy 


FOR SALE: 75,000 Ault & Wiborg Carbon & Ribbon Company Black; 
one-time Carbons, F352, size 8% x 11, in packages of 1,000 sheets, 
Write to the HERMANN MANUFACTURING COMPANY, Lancaster, 
Ohio. 


¥OR SALE—One Remington Rand Electric Faniold Billing Machine, 
Model 80-C. A. P. W. PRODUCTS COMPANY, INC., Albany, New York, 


YOR SALE—Billing machine Burroughs Moon Hopkins, Style 3720301, 
in A-l shape. Wite Box GT-539. 


WANTED: Dozen pocket notebooks “Shaws No. S 2852” formerly 
made by Wilson Jones, red leather covered quadrille line five squares 
to inch. GT-554. 


WANTED TO BUY: Any quantity of typewriters, adding machines, 
Burroughs, Moon Hopkins, REBUILT. Write Facon, 68 Boulevan 
de Waterloo, Bruxelles, Belgium. 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyright; call or 
send me your sketch or model, confidential advice; literature. Z, H, 
POLACHEK, 1234 Broadway, New York, N. Y. 


FIGURES FAST— 


When and Where You 
Need Them 


QOpicinae(C)oxner 


“THE MACHINE TO COUNT ON” 


Back Transfer device is 

an exclusive feature, not 

featured on any other 
machine 


regardless of 
price. Weight but 11.7 
Ibs. Prompt delivery 
from stock. Carrying 
case extra. 


A HANDY CALCULATOR 
Ask for Bulletin SO-23 


IVAN SORVALLiS Jota ny. 
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NEATYPE 


TYPE & PLATEN 
| Lear 

Highest Quality 

Large Bottle 

Fast Easy Seller 

Wondertul Repe 

Large Profit wy 

AND—Mr Dealer— 

NEATYPE is sealed in such 

a way that there is NO 

EVAPORATION IN STOCK 
For Full Particulars and Samples, Write 


STARKEY PAPER & SUPPLY CO. 


1730 Grand Ave. KANSAS CITY 3, O° 
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aa " : AS a — * <3 
ES x ADD TO YOUR EFFICIENCY c 
able WITH MASO’S 
ele bt] 
™ MANY STYLES “ADD-A-TRAY” 
_ Folding Chairs 
Wood or Metal 
a Tablet Armchairs ALL STEEL TRAY 
oz ; Frompt shipmeat from SOLVES DESK FILING PROBLEMS 
r Goiemecr whee lauiing. aut sctoerten somata, tere aaaiate 
‘urni- a > eune boked enamel. walnut, green suaens to men 
it AD I RON DAC 4 Order this efficiency increaser today. ae — 
Tison CHAIR COMPANY 
MASO STEEL PRODUCTS Dept. M , 418 S. Clinton St. 
7 1140 Broadway, New York 1, N. Y. MASO MAKES THE BETTER ONE’ 
Dept. 1 
— ee ————=| Available for immediate delivery! }-———— 
=| Visible Reeord 
aster, 
= Any Record Oak «500 Cards $945 KARDEX—ACME—Y & E—GLOBE 
ver | BR i ee WERNICKE—POST INDEX—RAND 
030, FS Cost Saves Time COMP 
=a N = y “ey ae > ae oe, File and vi 
roares q» SS sheets of Cards on edge in correspondence Addressographs, Multigraphs, Mimeographs, Dictating 
— fold Visible Facts Inspire Profiteble Acts. 
—— =™N\ Use half-inch Visible Hew for ladesing—Caler motions, Steet Cite, Coston, ane Sheting, 
— ot 4 a a of Bn gect All completely rebuilt and guaranteed by 
a OT n e ea natio se. ras one 
_ | side _ Blank on yoy ade Ruled: bet in, $3.45; Bed “The House That Confidence Built” 
- . WT ow. 
— ——< ty Satisfaction G@usrentecd. Universal Office Equipment Co., Inc. 
2. &. . Write for Catalog. 7-9 Waverly Pl., New York 3, N. Y. GRamercy 3-3741 
~l 4 ROSS-GOULD CO. 
i Genuine Art Corners by ENGEL 
You SCRAP BOOKS For Photo Albums. Scrap Books 
-_ e Fabrekoi d Covers in black =a” ADVERTISED for mounting snapshots, postcards, clippings, 
= only Png 2 
4 @ Screw Post Metal Binders Pp sCBne 
mi @ Six different sizes o¢ x et TRANS PAR() 
“= #80....10//. x 8 #83....15Y/2 x 12% Art Corners Fart orners 
#81....11/e x 9% | #84....16Y/2 x 13% Will mount prints 
»® ee ae ee pa wy pn = UN Complete visieiity, 
other i filed in back. Prints or stamps 
| . Prices on Request ae removable at will. 
¢ 117 100 of a color in Ly, 2 = 
MAJESTIC LOOSE LEAF INC. eee sinaiiees 
19-29 Rockwell Pi a 3 Order from our wholesaler or wri  iaeeianiie 
ae anette, & ¥ ENGEL ART CORNERS MFG. CO. 4709-11 N. Clark St, Chicago 40, Ill 


WANTED—NEW PRODUCTS 


Selling to Social and Commercial Stationers 


NO APOLOGIES NECESSARY 


and Stationery Departments when you buy 
Our client, an established manufacturer, WANTS— 
PRODUCTS made from paper, plastic, wood, MOORE 


METLHED MAPTACKS 


metal or combination of these or other materials. 


MACHINES and PROCESSES useful in the 1. You're buying the ONLY complete line 
manufacture of such products. Cale ene Raie Se Se anes ane BEN 
. compani 
Weare fully compensated by our client. Address * Keusvear sania . 
Dept. 22. Moore Marking Tacks are tops in their field, too. 
CHARLES H. WELLING & CO., INC. oS 
52 Vanderbilt Avenue New York 17, N. Y. 


New Products ® New Processes 


y, 17 fF February, 1947 OFFICE MANAGEMENT AND EQUIPMENT 
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What Are YOUR 
Office Sorting Costs? 


The EVANS SORTING UNIT 
Lowers Any Sorting Costs 


Sorting problems in any office are simplified 
by using the Evans Sorting Unit. Papers are 
put in “findable” condition quicker. Any 
standard file index may be used. Sorting can 
be done to any classification — Alphabetical, 
Numerical, Geographical, Incoming or Outgo- 
ing Mail, Accounts, Branch Offices, etc. 


Made of all aluminum, the Evans Sorting Unit 
has 12 compartments for housing folders; 
accommodates 100 or more folders, yet leaves 
sufficient sorting space. Two or more units 
can be used simultaneously for extra large 
sortings. The Unit collapses for setting aside 
when not in use. 


Complete Evans Sorting Unit with Stand 
- « - $22.50 del’d. 
(file folders not included) 


At Your Dealer — or Direct From 


EVANS SPECIALTY CO., INC. 


4202 N. Mulberry Street 
Richmond 20, Virginia 


| INDEX TO ADVERTISERS | 


Acco Products, Inc. 
Ace Fastener Corp. 
Adirondack Chair Co. ... 83 
Piet Co. G. J. 02000 77 
All-Steel Equip Co., Inc. 
sii incall babedenes ‘2nd cover 
Amberg File & Index Co. 9 
American Hair & Felt Co. 63 
Art Steel Sales Corp. .... 28 


Barkley & Co, C. lL. .... 71 
Bocrum & Pease ........ 23 
Brown & Bro., Arthur .. 58 
Browne-Morse Co. 8 


Cardinal Sales, Inc. ...... 79 
Clarotype Co., Inc., The.. 79 
Codo Mfg. Corp. 
i ho SS ee 79 
Copy Papers, Inc. 
Copy Right Mfg. Corp. .. 79 
Cram Co., Inc., George F. 78 


C-Thru Ruler Co. ...... 70 

Delbridge Calculating 
SEE cuntvkwn ewe seas 82 

Dennison Mfg. Co. ...... 63 


Eagle Pencil Co., Inc. .. 17 
Engel Art Corners Mfg. 
Co. 


sale asain aida. osaanar 83 
Eraser Ca. Inc, The .... @ 
Esterbrook Pen Co. weesee 15 


Co. 
Evans Specialty Co., Inc. 84 
Faber Pencil Co., Eber- 


ND i oe oid linac 26 
Paries Mig. Ca. ......... 16 
Feldco Looseleaf Corp. .. 14 
Fulton Specialty Co. .... 81 
Fyl-A-Kard Mfg. Co..... 77 
General Pencil Co. ...... 62 
Globe-Wernicke Co. ..... 55 
Graff Co., George B. .... 81 
Harding Co., Milo ........ 69 
Harriman-Welts Products 

eRe eee 76 
Heyer Corp., The ........ 78 
International Business 

eee 3 
Industrial Tape Corp. .... 5 
Invincible Metal Furniture 

DL. sak ak eeneaee sea ess 4 
Kee-Lox Mfg. Corp. .... 21 
Majestic Looseleaf, Inc. .. 83 
Maso Steel Products 12, 13,83 
May Co., The J. L. ..... 76, 81 
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National Pencil Co. ...... nile 
Neva-Clog Products (Co, 


Mittag & Volger, Inc. ..,, { 
Moore Push-Pin Co. ..., 


eee eee eee eee ew nee 


3rd co 
New England Woodwork. 
ing Co. ..... 3 


aa 2 Town Ribbon & Car- 
See ee 
Oquendo “Mfg. ce. 2 


» 
Parker Pen Co. .... . 
Parva Products ......... ® 
Pittsburgh Cut Wire Co... al 

60 
4 
& 


Plymouth Rubber Co., Ine 
Rapid Roller Co. ... 


Redi-Record Protea Co. 

Rockwell-Barnes Co. .... 64 
Rosenthal Co., The ...... B 
Ross-Gould Co. ........, 8 


Scholihorn Co., William., 
Security Steel Equipment 
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oe eer LT 
on ~~ <aae 
Inkstand C | 


eee e ee eeee 


6 
Sheaffer Pen Co. Wh. or 
Sheppard Co., The C. E. : St 
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Speed- O- Print Corp. . ing de 
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65 

Staedtler, Inc., J. S. ...... ] 
—+ Paper & Supply 

Stewart & Co. Inc, RA 6 

Sturgis Posture Chair Co. & 
Toledo Office Equipment 

RD.. 2006 00seeseaane 14 


Underwood Corp. ..4th cover 
Universial Office Eauip 
a ee 


Victor Safe & Equipment 
Co., Inc. F) 


eee eee eeeeee . 


Wabash Filing cel 


| ery 
Watts Co., Inc., ‘jibe 

Allen .... es - 
Welling & Co., ‘Inc, | } 

Charles H. aw 


Winslow Products En- 
gineering Corp. 
Waite, BG. oi ccccucnncen 


Yawman & Erbe Mfg. Co, | 
BM sis nana sncsc een i 


APRIL 


New York office. 


?60 Fifth Avenue 


Closing Date 
March 5th ' 


Please prepare your copy now and 
send complete instructions to our 


OFFICE MANAGEMENT & EQUIPMENT 


ISSUE 


New York 1, N. Y. | 


OFFICE MANAGEMENT AND EQUIPMENT 


February, 1947 
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NEVA-CLOG-tars worth wating for 


TEMPORARY PERMANENT 
FASTENING : é oo) oe FASTENING 


—_— 
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MODEL J-30 STAPLING PLIER 


Great utility. Fastens in any position. Vertical 
or horizontal. One hand only. Light in weight. 
Strong. Ejector bar for misused staples. 2” re) MODEL J-60 STAPLING PLIER 
throat. Indispensable for vertical filing. Slips in Like Model J-30 but with special anvil—easily 
desk drawer, brief case or pocket. = set for either temporary (spread) or permanent 
Staples used—Neva-Clog DJ-340, load 105, Capa- (clinched) staple. Quick and efficient. Necessary 
city 5/32” for many office duties. 
Staple used—NevaClog DJ-340, Load 105, 
A Capacity 5/32”. 
T 
H 
Oo 
U 
S 
A 
N 
D 
U 
MODEL S-100 STAPLING PLIER Ss 
Strong, for heavier work, yet light enough for b MODEL B-100 HEAVY DUTY PLIER 
office use. Extra leverage drives staples easily. Uses a heavy gauge flat-wire staple. Designed 
fastens heavy bond paper, coated stock, cardboard, Ss for fastening of tough material. Fibre, corrugated 
leather, chipboard boxes. Attaches tags to bales board, veneer, belting, etc. Rugged. Leverage 
or bags. Portable. gives power to force staples easily. Portable, use 
Staples used—Neva-Clog A-1000 (5/32” capa- in any position 
city), L-1000 (3/16” capacity) load 100. Staples used—Neva-Clog B-3/8, Capacity 4”. 


WiLL DO ALL THAT ANY STAPLER WILL DO © PLUS MANY EXCLUSIVE FEATURES 
NEVA-CLOG PRODUCTS, INC. IC BRIDGEPORT 1, CONN. 


IN CANADA—CANADIAN STAPLES LTD., MONTREAL 
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You're going to like the new Underwood more than 
any typewriter you've ever had before! 

For here is a machine so brand-new in performance 
- + » SO up-to-the-minute in speed . . . that typing 
becomes more like fun than work. 

It’s a new kind of typing, made possible by a new 
kind of typing mechanism that enables you to enjoy 
Rhythm Touch ... fast, feather-light, delightful! 

Cradled in new concave key surfaces, your fingers 
do not go off key. They swing naturally into effort- 
less rhythm on this perfectly balanced, smooth-running 
Underwood. 


Underwood + + + TYPEWRITER LEADER OF THE WORM 


Rhythm Touch gives you a new, exciting seni aller 
typing freedom. Exclusively Underwood's . . . HBR 
wonderful addition to the many Underwood fea” 
you've always liked so much. 

You'll get the typing thrill of your life whet 
try this new Underwood. Now is the time! 


UNDERWOOD CORPORATE 
One Park Avenue e New York 16, N.¥% 
Typewriters . . . Adding Machines . . . Accounting Maa 
..- Carbon Paper .. . Ribbons and other Supplieg 
Underwood Limited, 135 Victoria St., Toronto 1, 
Sales and Service Everywhere 


Copyright 1946 Underwood @ 
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